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I. Introduction

This User Guide is intended to provide steps for completing your Grant Application and
preparing your Budget, Project Narratives and SF424A for Grants.gov.

All data shown in images or examples are for illustration purposes only.

What is eGrATIS?

eGrATIS (Electronic Grants Application Tracking Information System) is a web-based
application developed for use by Grantees for preparation and submission of their
federal grant budget application for funding their immunization program. eGrATIS is
hosted on a Secure Data Network (SDN) server to insure the safety of the entered
Sensitive but Unclassified data.

Creating your 2012 Grant Application

The Application module supports the creation of your Application objectives and budget
within PGO and POB guidelines. The eGrATIS Application is a tool for you to create
your Project and Budget Narratives for upload to Grants.gov.

®» Submitting in eGrATIS indicates that you have completed your application and
the eGrATIS generated documents are ready for upload to Grants.gov

Official submission through Grants.gov

After you have completed and submitted (finalized) the Application in eGrATIS, you will
then download the Budget Justification, Workplan Details, and SF424A reports from
Application. You will also download the Mid Year Progress report from the Mid Year
Progress Report module. (See User Guide — Grantee — Mid Year Progress Report.)

These reports are already in PDF format. Submit these documents into Grants.gov as
part of Interim Progress Report submission.

Who may do what in this system?

Your local Program Manager determines who will use eGrATIS, as well as what role you
will have. This may include view-only or create and edit ability in different parts of the
system. (If you have Super User role for Application module, you will also have it for the
Mid Year Progress report module. There is a separate user guide for Mid Year Progress
Report.)
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User Level You may...
Super User View and edit the entire application (including Budget and Objectives).

Submit the application to CDC.

User Level 1 View and edit the entire application (including Budget and Objectives).
Cannot submit the application to CDC.

User Level 2 | View and edit Objectives.

User Level 3 | View and edit Budget. View (but not edit) Objectives.

User Level 4 | View (but not edit) the entire application.
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eGrATIS Application - Recommended Workflow

The following workflow is suggested for creation and submission of the grant application.
You will need to complete you application properties, a budget, and workplan.
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Application Properties

1 Update fringe rate, fringe amount, default per diem, mileage rates,
nd Indirect cost components to be applied to budget.

-

* Complete required objectives (pre-loaded)
* Enter optional objectives (grantee added)
* Approve objectives

Build budgets per funding source
Important: Must ensure all objectives are properly
ssociated to line items.

Note: You may work on the Workplan and Budget concurrently;
however, since all objectives must be appropriately associated
to line items, it is strongly recommended that any additional
objectives added to the Workplan be finalized first to reduce
any budget re-wark.

3 ou may attach documents (required or supplemental) after the
orkplan and Budget are complete (e.g., cleared discrepancies).
rantees with recognized tribes are required to attach documentation for

related required objective.

Data Collect Tool Forms
4 |Complete forms. (Are completed when progress is 100%)

May be done at any time.

Finalize Application in eGrATIS

5 Select SUBMIT button in eGrATIS.

~~

Prepare for Grants.gov using eGrATIS

Iannload finalized documents from eGrATIS.

<~

Submit to Grants.gov

Submit documentation to PGO via Grants.gov
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The eGrATIS Application is a tool for you to create your Project and Budget Narratives
for upload to Grants.gov. In addition it assists in the preparing the SF424A and
additional items of submission, such as the IIS Business Plan.

Submitting in eGrATIS indicates that you have completed your application and the
eGrATIS generated documents are ready for upload to Grants.gov. The Project Officers
will later user the information you created in eGrATIS to review your grant application.

Step 1: Application Properties
The Properties includes two functions:
- Setting the defaults for added line items
o Personnel (Fringe %, Fringe $)
0 Travel (per diem, mileage rates)
- Creating your Indirect cost component settings. Indirect cost component settings
are used by the system to calculate indirect line items for you.

NEW! Indirect cost components
The ability to create indirect cost components in the eGrATIS is new this year.
The settings you enter will generate your Indirect line items.

You may return to Properties any time before selecting the submit button to adjust
default values or Indirect cost components.

Step 2: Workplan and Budget

The Workplan, Budget and Data Collection Tools can be worked on concurrently. Note
that the Workplan is pre-loaded with IPOM Required Objectives. You may enter
additional Optional Objectives. If you are going to enter additional objectives to the
workplan, it is strongly encouraged that you do this first so the person working on the
budget may associate the line items to these objectives as they are working on the
budget.

eGrATIS focuses on building budgets by funding sources. So you might build your 317
OPS/Personnel budget, then your VFC OPS/Personnel budget and so forth. You would
build the budget for each budget category (a.k.a., object class) and funding source pair.

Though eGrATIS displays line items by individual Funding Source/Budget Category pair
(e.g., 317 OPS/Personnel), a line item may be funded by more than one funding source.
The system provides functionality to search and add a line item so you do not have to re-
create the same line item in another funding source. For example, create a Personnel
line item in one funding source (e.g., John Doe for $56,850 in VFC OPS/Personnel list).
Indicate how much he will be funded from that funding source (e.g., $25,300 VFC OPS
funds). Go to another funding source (e.g., VFC AFIX). John Doe will not be listed as a
Personnel line item for this funding source. Search and add this existing line item to the
VFC AFIX/Personnel list. The line item is pulled in with its existing information to the
VFC AFIX/Personnel line item list. Then you would indicate how much he will be funded
from that funding source (e.g., $31,550 VCF AFIX funds). This results in one line item
(John Doe) funded by two funding sources (VFC OPS and VFC AFIX).

Page 8 of 112



6GrATIS

Application 2012 User Guide for eGrATIS e

© Note: Since certain funds can only support certain Objectives, you must indicate
which objectives the line items supports for each funding source. For example,
one activity John Doe will be doing is conducting site visits. This activity is
supported by VFC AFIX funds but not VFC OPS. So you would indicate this on
John Doe in the VFC AFIX/Personnel line item list. (See IPOM Chapter O — The
Basics for more information on Allowable Expenses with Categorical Funding.)

Step 3: Attachments
After the Workplan and Budget are complete, you may attach documents.

If you are a grantee with federally and/or state recognized Tribes, the system will require
you to attach a document for attachment type “Chapter 1 — Tribes”.
(See Chapter VI section C and Chapter XI)

You may also attach additional supporting documents to your application.

Step 4: Data Collection Tool Forms

Data Collection Tool forms were introduced to eGrATIS last year. These are survey
forms that will ask you to select an answer and/or enter information. All questions must
be answered for a form to be considered completed. The forms are:

- lIS Business Plan

- VFC and AFIX Site Visit Tables (Not applicable if you do not receive VFC funds)

Step 5: Finalize Application in eGrATIS

When the Budget, Workplan, Attachments, and Data Collection Tools are complete you

will select the submit button for the eGrATIS application module.

®» Submitting in eGrATIS indicates that you have completed your application and

the eGrATIS generated documents for Project and Budget Narratives and the
SF424A are ready for Grants.gov.

These finalized documents should then be uploaded to Grants.gov as part of your official

application submission.

Step 6: Prepare for Grants.gov using eGrATIS
Download the following PDF reports which represent your Project and Budget
Narratives:
- Application Module
0 Budget Justification
0 Workplan Details
0 SF424A
- Mid Year Progress Report Module
o0 Mid Year Progress Report

Step 7: Submit to Grants.gov
This occurs outside of eGrATIS. Please follow instructions for that system.
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lI.  What's New? (Changes to eGrATIS Application)

Application 2012 has been updated to satisfy both business and usability needs. This
year the system now includes:

System Generated Indirect Line Items based on User Defined Cost Components

In prior years, The Indirect Rate was shown as information only and not used in
calculating the Indirect line items.

In Application 2012, the Properties page has been redesigned to include the ability to
create multiple Indirect Cost Components which the system will use to generate the
Indirect line items.

© Note: The Properties page continues to include the ability to update Default
Rates and Amounts for Fringe Rate, Fringe Amount, Per Diem Amount and
Mileage Rate to be used in line item calculations.

© Note: Indirect is not calculated for Vaccine budget category or DA line items.

Before entering the Budget, the system will request you to update the Properties page.
At this time you should enter the default rates and amounts as well as the Indirect Cost
Components.

You may update the Default Rates and Amounts, as well as the Indirect Cost
Components at a later time if needed. If updating Fringe Rate, Fringe Amount or Per
Diem, you will be given the opportunity to indicate if existing and/or new line items are to
be updated.

Please see the Application Properties section (VI. Add Application Properties) for step-

by-step instructions on how to manage both the Default Rates and Amounts and the
Indirect Cost Components.
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[ll.  Helpful Tools

Search and Load 2011 Line Items

The system provides the ability to perform a search and add a line item from last year’s

application.

- Line item details (e.g., Name, Title, etc.) will be copied in.

- The line item will initially be set to $0. Adjust for this year's amount.

- Since workplan objectives differ from last year, the association to objectives is not
copied over from last year. You will need to associate to this year’s objectives.

Copy Line Items from one Funding Source to Another

Because line items are now viewed by Funding Source/Budget Category pairs, this
feature allows you to copy in a line item you created in another funding source. This
assists when a line item is funded by more than one funding source. For example, you
created a Personnel line item in one funding sources (e.g., John Doe for $56,850 using
VFC OPS). He is funded partly by VFC OPS (e.g., $25,300). He is also funded by FVC
AFIX. Go to this funding source for Personnel. John Doe is not listed. Search and add
this existing line item. The line item is pulled in with its existing information (e.g., John
Doe for $56,850). Now you will have to indicate how much he will be funded from that
funding source (e.g., $31,550 of VCF AFIX).

© Note: When copying a line item to another funding source, the objectives
selected for the line item are NOT copied. Since certain funds can only support
certain IPOM requirements, you must indicate which objectives the line items
supports for each funding source. For example, John Doe will be conducting site
visits. This activity is supported by VFC AFIX funds but not VFC OPS. (See
IPOM Chapter 0 — The Basics for more information on Allowable Expenses with
Categorical Funding.)

Budget Line Item Funding Breakout

You may have a line item funded by multiple funding sources. Because line items are
now viewed by Funding Source/Budget Category pairs, you would have to switch to
each funding source for the given budget category to make edits to the amount
allocated.

The Funding Breakout on the line item provides both the ability to change other funding

source allocated amounts from one line item or switch to that same line item in another
funding source.
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Change Allocation Amount:

In the example below, you are viewing VFC OPS/Personnel line items. John Doe is
funded by both 317 OPS and VFC OPS. There is $6,750 left to allocate.

50 703 [WFC 0P = |personnet =| Budget Summary | < Previous | Mext (FA: Travel)s Total Allocated: $41,200
Target $500,000
|Add an existing Personnel ling item to the VT OPS budget, type hers to search. Remaining: §458,300
) Change VFC OPS amount here b398,
Add New Line tem | Show Al | Filter

Total
(Salary + Fringe) | Unallocated $ | $ this Funding
» v ®  Jonn Doe (Public Health Medical Officer) 3 $128,250 $6,750

s

Type | Name (Job Title)

$41,200 Delete

Funding Source $ Amount

317 OPS $80,300

WFGC OPS $41,200

You may change the VFC OPS amount from the line item itself using the “$ this
Funding” field.

Place your cursor over the 317 OPS amount in the Funding Breakout. You will see a
Pencil Icon.

Funding Source

$ Amount
317 OPS ™ . §B0300
WFRC OPS f£41 200
Select the Pencil Icon to update the 317 OPS amount.
Change 317 OPS amount here
Funiding Source $ Amount
317 QP b B 300
wFC OPS 541,200

The system will adjust the “$ this Funding” in the 317 OPS/Personnel view and adjust
the “Unallocated $” amount.
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Total
{Salary + Fringe) | Unallocated $ | $ this Funding

$128,250 / $0 341,200

Change saves; Unallocated $ adjusts

Funidling Source $ Amount
317 OPS \ $ ¢ 87050
YFIC OPS $41 200

Switch to Line Item in Other Funding Source:

Switch to the same line item in another funding source by selecting the Funding Source
link in the Funding Breakout.

% $128.250 $6,750 $41.200
Funding Source § Amount
T OPS 4—| Select the active funding source link. 80 300
WFC OPS $41.200

The line item will open in the 317 OPS/Personnel view.

Workplan: Objective Funding Breakout

From the Workplan, you can view which line items and how much of which funding
sources are tied to each objective. Before you can see this breakout, the objective must
be associated to a funded line item.

To open the Objective Funding Breakout, first place your cursor next to the Total Budget
amount for the objective to cause the icon to display.

2011 - 0512 * Educate hospitals on birth doss 0

2011 - 0601 * Increase teen coverade rates - $41 BES

Select the icon.
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The Funding Breakout opens showing the amount per funding source is budgeted for
this objective.

2011 - 0607

2011 - 0502

2011 - 0501

2011 - 0802

2011 - 0803
2011 - 0901

* Increase teen Coverage rates

* Juvenile facilitie
agencies

* Staff orientatior
* Clinical staff vie

* MCWIA,

* Conoenital Rub

Source

Line tem

Funiling Source

31T OPS
WEC OPS

$41 665 Y Untouched Chapters: Adole

Amount
F5,705.00
$32,960.00

Select the Line Item tab. This view shows which line items are associated to the

objective.

Below you will see that the “Increase teen coverage rates” objective is associated to

“John Doe (Public Health Medical Officer)”.

This line item is funded by 317 OPS and

VFC OPS. A portion of these funds for this line item are budgeted toward this objective.

2011 - 0s01

2011 - 0602

2011 - 0501

2011 - 0302

2011 - 0803

2011 - 0901
2011 - 0902

* Increase teen coverage rates

* Juvenile facilitie
agencies

* Staff orientatior
* Clinical staff vie
* NCYIA,

* Caongenital Rub

* Case reports to

Source

Source

T OPS

WEC OPS

Line kem

Category%

FA-Perzonnel

FA-Perzonnel

$41 BG5S EJ Untouched Chaptert: Adele

Description $ Total $ Objective

John Doe (Public Health
Medical Officer]

John Doe (Public Health
Medical Officer)

T

$67,050.00 $6,705.00

$41,200.00 $32,960.00

Select the active link to go to the line
item for the given funding source.
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V. Access eGrATIS

You can only access eGrATIS if you have applied for and installed a CDC Secure Data
Network (SDN) Digital Certificate and are given rights by the eGrATIS system
administrator. If you do not have a certificate or access to eGrATIS, contact the SDN
Helpdesk 1-800-532-9929, option 1. If you are unable to log into eGrATIS, please
contact your Project Officer.

Steps to Accessing eGrATIS

1. Open your internet browser (e.g., Internet Explorer)

2. Enter the following web address: https://sdn.cdc.gov.

3. Press the ‘Enter’ key on the keyboard.

4. Ensure your digital certificate is selected in the ‘Choose a digital certificate’ screen
and select OK. You will be taken to the login screen of the CDC Public Health
Partners website.

5. Enter your Challenge Phrase (i.e., password). This phrase was created by you when
applying for the digital certificate.

6. Select Submit. If submission is successful, you will be logged into the CDC Public
Health Partners website. If you have any problems logging into the SDN site, please
contact the SDN helpdesk at 1-800-532-9929, Option 1.

7. Select the “eGratis” link from the My Applications section to log into eGrATIS Home
page.

8. Verify your name, user role level and grantee name (See image on next page)

- v @ Llog Out @ Superlser Test @ Gotham City
IefG rATIS)

Available Awards:

CDC = NCIRD = |SD » POB » Immunizations Grants and VFC Program

e |mmunizations and Vaccines for Children Grant (CDC-RFA-IP08-803) - Active through 5/31/2012
o Prevention and Public Health Fund (CDC-RFA-IP11-1107PPHF11) - Active through 12/31/2013

Recently Viewed:

Organization Program Award / Application Award #
CDC / NCIRD /15D / POB|Immunizations Grants and VFC Program |Immunizations and Vaccines for Children Grant| CDC-RFA-IP08-803
CDC / NCIRD /1SD / POB|Immunizations Grants and VFC Program | Prevention and Public Health Fund CDC-RFA-P11-1107PPHF11
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Access Application Module

1. On the Available Awards page, select the award you are applying for: Immunizations
and Vaccinations for Children.

A Award ©Llog Out @ Superlser Test © Gotham City

e

Available Awards:

CDC = NCIRD = |SD > POB » Immunizations Grants and VFC Program

Immunizations and Vaccines for Children Grant (CDC-RFA-IP08-803) | Active through 5/31/2012
i I - = = =Active through 12/31/2013

Recently Viewed:

Organization Program Award [ Application Award #

CDC / NCIRD /15D / POB|Immunizations Grants and VFC Program |Immunizations and Vaccines for Children Grant| CDC-RFA-IP08-803
CDC / MCIRD /1SD / POB | Immunizations Grants and VVFC Program | Prevention and Public Health Fund CDC-RFA-P11-1107PPHF11

2. On the home page, select the 2012 Application link under the Active Modules or
Modules area.

& Award

Immunizations and Vaccines for Children Grant @ Llog Out @ Superlser Test @ Gotham City

e

Active Modules Useful Links

— ) « |con Glossa
2012 Application Open for 63 days until §/15/2011 11:59 PM EST « File Downloads
2011 Progress Report  Open for 63 days until 8/15/2011 11:59 PM EST

News / Announcements
Modules RTINS

By Module

1Y Prog Report (2011 EOY Prog Report (2010

Open until 8/15/2011 Open until 8/15/2011 Closed on 4/1/2011

Not submitted Mot submitted Not submitted
Grantee updates end-of-year

Grantee submits proposed work Grantee updates mid-year program progress

plan & budget program progress . 4
200912010

200912010 | 2011 2012 200912010 2011
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The Application Summary page displays. It provides the overall progress of your
application as related to Workplan, Budget, Data Collection tool and Attachments
required to complete the application.

[€GrATIS)

Summary Waorkplan Budget Properties

Home > Application > Summary

Warkplan

This is a summary of your current Work Plan.

& Home

Workplan

Top Nav Tabs

Budnet BUdget

Budg

This is @ surmary of your current Budget Request. The Total Funding amount is pre-populated based

an the Grant formula caleulation

Work Plan Overview Budget Overview

Status Count Source Funding Allocated Unallocated =

[Working o 17 0P $5,000,000 El 5,000,000

(Approved 8 317 FA vaceine $7 A0 k] §7 500
FC oPs $500,000 50 500,000
WFC Ordering $100,000 50 $100,000_|
WFC aFIX $250,000 50 $250 000
Pan Flu $150,000 50 §150,000
IS Sentinel Sites $50,000 50 #0000

The Work Plan Overview box indicates the status of yeurwatk on yeur objectives.

View Discrepancies

The Budget Overview box displays the everall status of funds as yeu develop your budget

View Discrepancies

53 Objectives currently are Untouched.

error B3 unfunded Objectivels =
werninG Underall d by $5,000,000 for 317 OPS

ARHING - Underall by $7 500 for 317 FA Vaccing | |
WARNING L by $500,000 for v¥FC OPS

ARHING - Underall i by $100.,000 for YFC Ordering

.......... N =

' L 00 e v/EC ACHe
* Disciepancies marked 'ERROR' must be cleared prior to submiszion. [Click on 'ERROR' or WARNING' for more information]

Attachments

= The Discrepancies bex includes aworking list of objectives that have not been appreved of contain smors. Clisk on ftems in
the listto go to them in your Wk Plan

Attachments

Budget Justification | ‘ | ) POE Attachments can be uploaded after the waorkplan and budget are complete. If there are required
attachments, thase must be attached in order to submit

Warkplan Details | ‘ | &) PDE

Programmatic Budget viewRepat | (] Ewel | [#] wod | Required

Budyet Surmmary view Report | ) Excel ‘ ‘.ﬂ Waord | There are no required files attached

Funding & - \ View Renort | el ‘ ] v | Twpe Name/Description

unding Source Componen iew Repol %] Escel w] Wor
9 " ) ] chapter1, Tribes

Program Operations by Line Itern view Report | %] Esel \ ) word | -

Workplan Data | ) Excel ‘ |

SF424a | | | & eoE

Data Collection Tools 4—{ Data Collection Tools

Tool Progress

IS Business Plan for Gotham City.

WFCIAFTX Site ‘visit Table for Gotham Cit

Finalize (Submit Application)
Subrrit <4—— Submit

The following provides a brief description of the different parts of the Application page.
Detailed instructions for each section are written in the latter sections of this instructional
guide.

© Note: Entries in Budget and Workplan are auto-saved when focus moves to
another field (i.e., tab to another field) or another part of eGrATIS (i.e., move to
another page).
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TOP NAVIGATION: This navigation displays at all times while in the Application.

User Permission

Level
RetU}i{to Home Pag¢ Current Grant / /Grantee
4 Award Immunizations and \ﬁ for Children Grant @ Log Out @ SuperUser Test @ Gotham City

Budget Properties

E pue in: 63 days

Budget Year: m

Award > Appl\c}ticn = Summary

Module/Area Current Location No. of days until

Budget Year
Name due date

WORKPLAN: The Workplan section provides an overview of the status of objectives
created as well as any discrepancies that need remedied.

Changes to green check mark when all

Wo rkplan discrepancy are cleared.
This is a summary of your current Wark Plan. J
Work Plan Overview
Status Count
WWorking I <— Dynamically updates as workplan is updated.
Approved 0

Prior to submission, all objectives must be marked “Approved”

= The Work Plan Owverview box indicates the status of your work on your chjectives.

View Discrepancies
E‘%Obiectiuea currently are Untouched.

Required objectives are pre-loaded and therefore

¥~ “Untouched".

How many you have may vary depending on the As you work on objectives or add additional objectives,
funding sources available to you. (e.g., these will be in “Working: status.

additional objectives for IIS Sentinel Sites

activities) Discrepancies will clear when all objectives are “Approved”.

* The Discrepancies box includes a working list of objectives that have not been approved or
contain emors. Clidk on itemns in the list to go to them in your Work Plan.
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BUDGET: The Budget section provides an overview of the status of objectives created

as well as any discrepancies that need remedied.

Budget Overview

Budget

Changes to green check mark when all
discrepancy Errors are cleared.

This is a summary of your current Budget Request. The Total »Z
Funding amount is pre-populated based on the Grant formula

calculation.

Funding sources available to you |

Budget Overview

Dynamically updates as budget is built

R

Nlocate!f

Source Funding
317 OPS 55,000,000
37 FA Vaccine §7.500
WFC OPS 53500.000
WFC Ordering $100,00
WEC AFIX £acnnno
Pan Flu Pre-populated Targets

15 Sentinel Sites 550,000

7

Unallocatdl =
50 55,000,000
50 $7.500
50 500,000
50 100,000
50 $250.000—
50 150,000
50 550,000 -

View Discrepancies

* The Budget Crverview box displays the overall status of funds as you develop your budget.

=rror 65 unfunded Objectivels)

woTe Underallocated by 57500 for 317 FA Vaccine

‘_
nwoTe Underallocated by $5 000,000 for 317 OPS

nwoTe Underallocated by $500.000 for VEC OPS
woTe Underallocated by $100.000 for VFC QOrdering

e lHlmdmeallamatadd bae TUC0 AN Fae VIE™ ADTY

See Budget Discrepancies section
below for list of possible Error and
Warning discrepancies.

ERRORs must be cleared.

[ |

* Discrepancies maned "ERROR’ must be cleared prior to submission. [Click on "ERROR" or

WARNIMG® for more information.)

Budget Discrepancies

The budget section also provides a list of discrepancies to assist you in knowing when

you have completed the budget.

© Note: When you copy 2010 line items into the 2012 Application, the associations to
the Workplan objectives will not be copied and you will get the “not fully linked to the

Workplan” discrepancy.
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Discrepancies are broken into two categories:

Error (Must be cleared for submission)

View Discrepancies

1 allocationis) are not fully linked to the Waorkplan for 317 OFS £ =
Persannel

Select ERROR to see more information. L
errod® A4 unfunded Ohjectivels)

ErrOR 3 Line items in FA-Personnel are not fully allocated / halanced.

error 1 Line items in FA-Contractual are not fully allocated £ halanced. j

® Discrepancies maked '"ERROR' must be clearad priar to submission. [Click on 'ERRAQR' ar
"NMARMNING' far mare information.]

“# allocation(s) are not fully linked to the Workplan...”
o Aline item is not 100% associated to at least one Workplan Objective.
o If you have DA Personnel, these line items are pre-loaded for you.
You will have to associate these allocations to Objectives.
- “# allocation(s) are missing a Budget Justification...”
o Aline item is missing a budget justification.
- A funding source is over-allocated above the target amount.
- “Xunfunded Objectives.”
o Objective(s) are not associated to any line item(s).

ERROR

© Note: You must ensure that all Objectives are funded by the budget. An
Objectives tab within the budget provides the ability to map a line item to
specific Objective(s).
- “# Line items in FA-Personnel are not fully allocated / balanced.”
o Aline item exists but its total is not fully allocated to funding source(s).

Note (Informational only; Do not need to be cleared for submission)

View Discrepancies
nwome  Underallocated by 042 908 tor VEL OHS ;l

wote Underalloc Select NOTE to see more information.
MOTE «Hﬁjéerallncate OV 31 045 563 10r VIS AFx
nwoTe Underallocated by $443 156 for Pan Flu

Mo funding has been allocated to the [State Funds] Funding [
Source. |

* Discrepancies marked "ERROR" must be cleared prior to submission. [Clidk on "ERROR or
WARNIMG® for more information.)

“Underallocated by $X for 317 OPS”.

0 The system informs you that you have more funds available to
allocate.

© Note: Targets are provided for each grant funding source. No Target
indicated for State Funds.
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“No funding has been allocated to the [State Funds] Funding Source.”

0 eGrATIS supports entry of state funds to represent your entire budget.

0 This amount will NOT be included in the amount requested as Grant
Awards, nor will this amount be reflected in the Notice of Award
received at the beginning of the grant year.

- "X% of your Funding has been distributed across all objectives".

0 This occurs if more than 25% of your total budget is allocated across
all eligible objectives. For example, you have 100 line items for $1000
each. Twenty-five or more of the line items are associated to all
possible line items which, in turn triggers this warning.

REPORTS:
Several standard reports are provided to assist with completion of the application or
reporting to local officials. These reports display real-time information.

See Section XI Print/Save Application Reports for full descriptions on each report.

Reports

Budget Justification | | | &) eoE
Workplan Details | | | &0 POE
Programmatic Budget View Repaort | x| Excel | J Ward |

Budget Summary View Report | x| Excel | J Ward |

Funding Source - - e B

Component ‘-ﬂemRegort‘ x| Excel | [#) waord

Program Operations by . = —

Line lterm ‘-ﬂewRegort‘ x| Excel | [»] Waord

Waorkplan Data | x| Excel | |

SF424a | | | & PoE
IS Registry Business Plan | | | =] FDF

ATTACHMENTS:
The ability to submit attachments is enabled after you have completed your workplan
and budget.

Your view will appear different depending on if you have federally and/or state
recognized tribes.
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Grantees with federally and/or state recognized Tribes will see:

Attachments

Attachments can be uploaded after the workplan and budget are complete. If there are
required attachments, those must be attached in order ta submit.

Required
There are no required files attached.
Twpe Name/Description

£ Chapter 1, Tribes

Grantees with no federally and/or state recognized tribes will see:

Attachments

Attachments can be uploaded after the workplan and budget are complete. If
there are required attachments, those must be attached in order to submit.

Optional Attachments
You have the option of attaching supporting documents (e.g., Budget Supporting
Document, Workplan Supporting Document).

DATA COLLECTION TOOLS:

This is a new feature to eGrATIS. The system provides data entry forms that look
similar to a questionnaire or survey form. You will be asked to select an answer and/or
enter information. All questions must be answered to be considered completed.

The forms are:
- lIS Business Plan
- VFC and AFIX Site Visit Tables (Not applicable if you do not receive VFC funds)

. Progress of 100% means all questions are answered.
Data Collection Tools This percentage dynamically calculates.
VA
Data Collection Tool Progress /
VEC/AFIX Site Visit Table for Gotham City | 0% | ¥

IS Business Plan Data Entry for Gotham City 0% |
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SUBMISSION:

The ability to submit the application (mark finalized) will not be available until all budget,
workplan, data collection tool, and attachment items are complete. See Section Xl
Submit Application below for details.

Only those with Super User role may submit the application.

Finalize (Submit Application)

Submit
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VI. Set Application Properties

Application Properties must be completed before starting on the Budget. You may also
update the properties page any time prior to submission.

-3 #i Home © Log Out SuperUser Test @ Gotham City
Summary Workplan Budget FSCA

10

The Properties page documents the Default Rate/Amounts and Indirect Rates/Amount
for the Grantee.

- The Default Rate/Amounts are pre-populated into the line item
o Default Fringe Rate and Fringe Amount apply to Personnel budget
line items
0 Default Per Diem Amount and Mileage apply to Travel

- The Indirect Cost Components section has been updated for Application
2012. By adding Indirect Cost Components, they system will generate
Indirect line items per Budget Category/Funding Source based on the user
defined criteria
© Important: You may choose to NOT enter Indirect Cost Components and

manually enter Indirect line items. If so, when you enter your Indirect line
item into the budget, enter the Total Requested amount based on that
rate. Grantees should ensure that they are entering at least as much
funding on the Indirect line item as is required by approved Indirect rate.

Users with Super User, User Level 1, User Level 2, or User Level 3 role can update
Properties.

A. Access Application Properties
1. Select the Properties tab.

© Note: If you attempt to start on the Budget before updating the Properties Default

Amounts/Rates, the system will display the following link. Selecting it will take
you to the Properties page.

Summary Workplan Budget Properties

Award > Application = Budget Summary

You must complete your Application Properties before entering your budget
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The system displays the Application Properties page. The Default Rates/Amounts
values are pre-populated from the 2012 application.

# Award Immunizations and Yaccines fc

Summary Workplan

Budget Properties

Application Properties

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

Default Rates [ Amounts:

These values will be used to calculate data in your budget.

Fringe Rate: |38.EIEI
Fringe Amount: |[].EIEI
Per Diem Amount: I.T"E_EIEI
Amthileage: |0.5000

Lipdate |

Indirect Cost Components:
Mo Cost Components Defined for this Application

Add a Component to the Calculation

B. Update Default Rates and Amounts

2. If applicable, edit the default rates and amounts information.

If you change the current Default Fringe Rate, Default Fringe Amount, or Defa  ult
Per Diem Amount , you must determine one of the following options as shown in the
following example where the Per Diem amount was changed from an old value of
$28.00 to the new value of $32.00:
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Application Properties

"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""

Default Rates / Amounts:

These values will be used to calculate data in your budget.

Fringe Rate: |3?_90

Fringe Amount:  [17200.00

Per Diem Amount: |32.[][] Da not change the value far any of my existing line items j

AmtMileage: 0.5000

Three options are provided in case these Properties are adjusted after budget
allocations are already entered . You may choose for the system to:

- Not update the value for existing allocations.

- Update existing allocations which use the default value, but do not update
allocations where you had overwritten the default value. For example, if you
had already entered allocations and overwritten the default, this option would
maintain those manually overwritten Per Diem amounts.

- Update all existing allocations to the new value, reagardless of the current
value used.

© Newly Added Allocation: In each case, all newly added allocations
(e.g., via Add New Line Item button) will use the new default value.

© Allocations Copied from Prior Year:  Any line items copied in from
last year will continue to have last year’s rates. You may copy them in
and update manually or copy then all in and update the rates from the
Properties page.

3. Once all answers are accurate, click the “Update” button.

C. Manage Indirect Cost Components — New!

System generated Indirect line items based on user defined Indirect Cost Components
on the Properties page is new for Application 2012. The system still provides the ability
to manually enter Indirect allocations per Budget Category/Funding Source if you choose
to do this instead.

If you choose to have the system generate Indirect line items, you may enter then at any
time; however, it is best to enter your Indirect Cost Components before entering the
budget. Then your Indirect amounts will be calculated as you build your budget. If you
need to adjust the Indirect Cost Components later, you may do so and the system will
re-calculate the Indirect line items based on your Indirect Cost Component entries.

© Important: Once a cost component is created, any Indirect line items manually
entered will be overwritten because the system is enforcing the rule defined. For
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example, if you include a cost component of 21% of salaries only, the Indirect will
force calculation per funding source based on this rule.

The system gives you the ability to:

- Add a Basic Cost Component

- Add Multiple Cost Components

- Add Cost Components with Options
- Delete Cost Components

# Award Immunizations and Yaccines fc

Summary Workplan

Budget Properties

Application Properties

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

Default Rates [ Amounts:

These values will be used to calculate data in your budget.

Fringe Rate: |38.EIEI
Fringe Amount: |[].EIEI
Per Diem Amount: I.T"E_EIEI
Amthileage: |0.5000

Lipdate |

Indirect Cost Components:

Mo Cost Components Defined for this Application

Add a Component to the Calculation Ability to create multiple indirect
cost components

Add a Basic Cost Component

1. Select the Add a Component to the Calculation |ink.
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The system displays the Add Indirect Cost Component page.

i Award Immunizatiocns and Yaccines fo

Summary Workplan Budget

Will be discussed in Add
Cost Component with
More Options section below

Add Indirect Cost Component

O R e ]

Cost Component Type Rate % Basis Options

[ Capiall y CH More Options
- Cap/All = Total Direct FA

Create |
- Salaries and Fringe = All FA Personnel salaries and Fringe
Feturn to Properties - Salaries Only = All FA Personnel salaries
- Equipment = All Equipment line items
- Contracts = All Contractual line items

Cost Component Types include:

2. Select a Cost Component Type
Cost Component Type

Cap/All =l
Cap/All
|Salaries and Fringe
‘Salaries Only
Equipment
Contracts

3. Enter a Rate % (e.g., entered 10.4 for 10.4 %)
Rate %

|1U_4

4. Select the Create button.

Create

Page 28 of 112



6GrATIS

Application 2012 User Guide for eGrATIS e

The system will return to the Properties page listing the cost component created.

Indirect Cost Components:

Rate Basis for Calculation Actions

10.40% of Salaries Only line items Delete

Add a Component to the Calculation

At this point the system is set to generate Indirect for FA Personnel line items based on
salaries only.

You may add additional cost components by selecting the
Add a Component to the Calculation link.

Add a Multiple Cost Component

After adding a cost component, you may select the Add a Component to the Calculation [ink
again.

You may want to create two components. For example, 10.40% of Salaries and Fringe
and 16% of Contracts:

Indirect Cost Components:

Rate Basis for Calculation Actions
10.40% of Salaries and Fringe line items Delete
16.00% of Cantracts line items Delste

Add a Component to the Calculation

Add a Cost Component with Options

1. Select the Add a Component to the Calculation |ink.

2. Select the Cost Component Type

3. Enter the Rate %
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4. Select the More Options |ink.

Add Indirect Cost Component

++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

Cost Component Type
| Capiall = 20

The system will display:

Basis Options

lore Options

Cost Component

—: Rate % Basis Options

Cap/All =l |20 Based on the | Full § Amount =] for | All Line Items

Mo Options

You will see that the default is to calculate the indirect values based on the Full $
Amount of All the Line ltems.

Using the two Basis Options drop downs, three additional options may be created.

1. Based on the Partial $ Amount for All Line ltems.
2. Based on the Full $ Amount for Some Line Items.
3. Based on the Partial $ Amount for Some Line ltems.

Option 1: Based on the Partial $ Amount for All Lin e Items
1. Set amount to “Partial $ Amount”.

The system will display

Cost Component

e Rate % Basis Options

| Caprall =l o Based on the |TREERRCEIN = | for [All Line ltems

[

» (Based on the first $ID \_ of the line item.)

Select to clear
the options ‘\4

Mo Onti Max of line item to be
o Options included in calculation
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2. Enter the maximum amount of the line item to be included in the Indirect calculation.

e BT Rate % Basis Options
Type
Cap/All =] |20 Based on the | Partial § Amount | for [All Line lterms =]

» (Based on the first 40000 of the line item.)

.

Mo Options Max of line item to be
included in calculation
Create
3. Select the Create button.

The Indirect Cost Component is created.
Indirect Cost Components:

Rate Basis for Calculation Actions

20.00% of Cap/All line items up to the first 540,000 Delete

Add a Component to the Calculation

Option 2: Based on the Full $ Amount for Some Line Items
1. Setthe amount to “Full $ Amount”.
2. Set the line items to “Some Line Items”.

Add Indirect Cost Component

L TN

LIEHETI P TIET Rate % Basis Options
Type
Cap/All j |2[] Baszed an the |Fu|| b Amount j i Some Line [terms i
s [(Based on Line ltems between $ID and $ID
Mo Options
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3. Enter the dollar range. The system will calculate indirect for line items falling within
this range.

Cost Component
Type

ICapfAII j IEU Baszed on the I Full § Amount j f.;.rISnme Line lterns j

Rate % Basis Options

s (Based on Line ltems between $|5|:|DDD and $IEDDDDU

Mo Options

Create

4. Select the Create button.

The Indirect Cost Component is created.
Indirect Cost Components:

Rate Basis for Calculation Actions

20.00% of Cap/All line items that have an amount between 550000 and $200000 Delete

Add a Component to the Calculation

Option 3: Based on the Partial $ Amount for Some Li  ne Items
1. Setthe amount to “Partial $ Amount”.

2. Set the line items to “Some Line Items”.

Cost Component
Type

Cap/All =] |20 Based on the | Partial § Amount =] for | Some Line ftems x|

Rate % Basis Options

+ (Based on Line ltems between $|':| and $|':'

e (Based on the first $|':' af the line item.}
Mo Options

3. Enter the dollar range. The system will calculate indirect for line items falling within
this range.
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4. Enter the max amount per line item.

Add Indirect Cost Component

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

Cost Component
Type

Cap/All =] |20 Based on the | Partial § Amount | for | Some Line ltems =]

Rate % Basis Options

» (Based on Line Iters between ${100000 and $/200000
s (Based on the first $80000  of the line item.)

Mo Options

Create

5. Select the Create button.

The Indirect Cost Component is created.

Indirect Cost Components:

Rate Basis for Calculation Actions

20.00% of Cap/All line items that have an amount between $100000 and $200000 up to the first 80,000 Delete

Add a Component to the Calculation

Delete a Cost Component

© If there are multiple cost components and a subset is deleted , the system will
adjust the Indirect line items using the remaining cost component(s).

A If you delete ALL cost components, the Indirect line items that were created by
the system are NOT deleted. If you are not going to use the cost component,
you MUST go to the system generated Indirect line item and manually delete it.
You may then manually enter Indirect.
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On the Properties page, each cost component has a delete link.

Select the delete link of the cost component you wish to delete.
Indirect Cost Components:

Rate Basis for Calculation Actions

10.40% of Salaries Only line items Delete

Add a Component to the Calculation

The system will provide feedback.
Indirect Cost Components: \

Deleted Cap/All Component of Indirect Cost. Budget Updated.
Hate Basis for Calculation Actions

Add a Component to the Calculation
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VII.  Create Application Work Plan

The following tasks are covered in this section:
- Access Work Plan Summary — Edit Mode
- Complete Required Objectives
- Mark Required Objectives as “Does not Apply”
- Add Optional Objectives
- Edit Optional Objectives
- Delete Optional Objectives
- Filter Objectives List

- Funding Breakout

In 2012, the IPOM has been re-structured such that there are designated Required
Objectives. These objectives are pre-loaded into eGrATIS. You must indicate the
Performance Measure(s) and the Activities for each objective.

In very special circumstances, the Required Objective may not be applicable to you.
You may indicate this and must provide appropriate justification. Please contact your
Project Officer if you have any questions.

In addition to the Required Objectives, you may add Optional Objectives. These
objectives are not required by the IPOM but are part of your workplan and items for
which you will request funding (by association to line items in the budget).

© Note: There are no Required Objectives listed for Chapter 7 (Adult Immunizations)
or Chapter 11 (WIC). In this case, Optional objectives for these chapters may be
added to your workplan.

© Note: 317 FA Vaccine funds may not fund any of the Required Objectives. If you will
be requesting 317 FA funds to purchase vaccine, you must create an Optional
Objective(s) to associate to the Vaccine line item(s). (See IPOM Chapter 0 — The
Basics for more information on Allowable Expenses with Categorical Funding.)

The following changes made to your Workplan may required adjustments to the budget if
budget line items are associated to objectives before the workplan is completed.
Therefore, it is encouraged that you plan out and add your Optional Objectives or mark
Required Objectives as “does not apply” early in the process.
- If an Optional Objective is deleted after associated to a line item, this association
is removed causing need for adjustment to the line item.
- If an Optional Objective is added, it is not yet funded so it must then be
associated to the appropriate line items.
- If a Required Objective is marked as not applicable after associated to a line
item, this association is removed causing need for adjustment to the line item.
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All Objectives must be approved prior to submission of the application, indicating they
are complete. Only a person with Super User role may approve objectives.

Workplan: Pre-loaded IPOM Required Objectives

The IPOM is structured such that there are designated Required Objectives. These
objectives are pre-loaded into eGrATIS.

© Note: Some grantees may have additional “required” objectives. For example, if you
are an IIS Sentinel Site, you have a set of required objectives for this project.

In very special circumstances, the Required Objective may not be applicable to you. If a
Required Objective is not applicable to you, you may indicate this and must provide
adequate justification in the space provided. Please see Section C of this section for
more information or contact your Project Officer if you have questions.

In addition to the Required Objectives, you may add objectives, which will be termed
Optional Objectives in this guide. These objectives are not required by the IPOM but are
part of your workplan and items for which you will request funding (by association to line
items in the budget).

© Note: There are no “required” objectives for IPOM Chapter 7 — Adult Immunization
and Chapter 11 — WIC. You will need to create your objectives for these chapters.

© Note: None of the “required” objectives can be funded by 317 FA Vaccine funds. So
if you are a grantee that has 317 FA Vaccine funds, you will need to create the
appropriate objective. (IPOM Chapter O — The Basics includes a table on Allowable
Expenses with Categorical Funding.)

Workplan: Types of Performance Measures

One or more Performance Measures are required for each objective. There are four

types:

- Statement : The system may provide a statement of some action you must complete
in eGrATIS (e.g., attach a document, complete a Data Collection Tool) or request
you to enter information.

- Question : A question with yes/no response options.

- QuetionWithDNV : A question with yes/no/data not reviewed response options.

- Target: Provide a percent or number of expected completion by the end of the
budget year.

© Note: To see more details about a performance measure associated to a required
objective, view the IPOM.

If you write optional objectives, you will also create your own performance measures for
those optional objectives.
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Workplan: Objective Numbering by Chapter

With the inclusion of the pre-loaded Required Objectives from the IPOM, the objectives
are grouped by Chapter. For example, Chapter 1 of the IPOM has two Required
Objectives. They are numbered 2012-0101 and 2012-0102.

2012;0102

Count of objectives for the chapter.
02 — Second objective for Chapter 1

Budget Year N

| 01 — IPOM Chapter # |

© Note: The IPOM has 12 chapters. Pan Flu is Chapter 13. Some may have
additional objectives: Enhanced Perinatal Hepatitis B is Chapter 14; IS Sentinel
Sites is Chapter 15.

A. Access Work Plan — Edit Mode

You may access the Workplan from the navigation link or by selecting the Workplan
section link Work Plan Overview on the Application > Summary page.

Log Out Superlser Test Gotham City

Workplan

Home = application = Surmmal

Summary Budget Properties

Budget Year: m

Application B Due in: 75 days

Open Workplan. View objectives of all status types.

Workplan

Budget

This is a summary of your current YWork Plan. This is a summary of your current Budget Request. The Total Funding armount is

pre-populated based on the Grant forrmula calculation.

| Work Plan Overview Budget Overview
Status Count Source Funding Allocated Unallacated =
(orking u 7 OPS §5,000 000 50 §5,000 000
Spproved u 317 FA Vaceine #7500 50 §7.500
; : . ) ) $500,000
Selecting a status link, opens the Workplan with this set filter. For example, $100,000_|
once all objectives are in working state, select the Working link. The $250,000
Workplan page filter is set to only see those. If you approve any of these, $;§g'ggg
i ___| they will clear from the page because they are no longer in Working status. -
* The Wark Flan Overview box indicd elop your budget
View Discrepancies View Discrepancies

63 Objectives currently are Untouched

ERROR
wiekNING Underallocated b
wierniNG Underallocated b
wirkHING Underallocated by

B3 unfunded Objective(s)

5,000,000 for 317 OPS
7 500 for 317 FA “Waccine
$500 000 for VFE OPS

wizkNING Underallocated b

1l POED OO0 $o

100,000 for WFC Orderin

W al A1t

contain erors. Click on items in the list to go to them in yourWaok Plan

* The Discrepancies box ineludes a working list of objectives that hawe not been approved of

Ll '
® Diserepancies marked 'ERROR' m
"ARMING! for more information.]
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The system will display the Application > Workplan page defaulted in Edit Mode.
Required objectives are pre-loaded.

# Home s © Gotham City

Budget Properties

B ouein: 7

& Home = Application = Workplan

© Click to view the filter options, Current filter: iSlatus]
CDCIPOM Content Reference

Add Mew Objective |
Uh'ective 1 4 |Total Budget$ 1 + |Status T + |Associations

2011 - 0101 * Tribes §0 EJ Untouched  Chapter1: Programeflanning and Evaluation
2011-0102  * Evaluation $0 =] Untouched  ChapterT: Fragram Planning and Evaluation
2011 - 0201 * Yyritten policies 0 .'L'j Untoucked  Chapter 2: Vasceine Accountability and Management
REVIEW Mode: -
L " . EDIT Mode (Default Mode):
'\P/If:t( sgfég\éesb{?‘:c?pggoved‘ Review Mode Edit Mode Complete Required Objectives.
! JECiVes. Add, Edit, and Delete ones you added.
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B. Complete Required Obijectives

When first opening the Workplan, you will see a list of required objectives (as indicated
in the IPOM).

©Llog out @ SuperlUser Test © Gotham City

| Surimary Wiorknlan fudget Properties !
Al HE Due in: 75 days Budgst Year: m

1 € Home = Application > Waorkplan !
1 1
i & Click to view the Titer options, Current fiter: [Slatus] |
1
!
I

| LOCIPOM Content Refarepcs

! St Neoar Dibjactive
fiumoer v ¢ Obave o Tom ettt stous oo 4
: 2011 - 0101 & L’j Untouched  Chapter 1: Program Flanning and Evaluation
| 201 * Evaluation %lﬂ & Untouched  Chapter 1: Frogram Planning and Evalustion
' 2001 * Vigitten policiss %'l? ZJ Untouched  Chapter 2: Viaceine Accountability and Management
. .251.1_-.0_20.2_ - ."_CIU_nciu_ct. ;it.e_\rinsis. _____________________________ iiD Eﬁﬂ Untouched  Chapter2: Vaccine Accountability and Management
2011 - 0203 * Data collection $0 =] Untouched  Chapter2: Vacsine Accountability and Management

Rudg et Properties

Select to open the Workpl% Filter. Filter the objective by Status, Objective Text and more.

;w | | i |
Click to view the filter options. Current filter; [Status]

COC IPOM Content Fleference4—‘ Link to CDC IPOM online | $0 = Not associated to

funded line item(s)
Add New Objective <—|—{ Add Optional Objective |

2011 - 0101 T * = Requir?d Object_ive' _ 50 E:ﬂ Unt

Exception: EOQ objectives will not show an *,
but are required if you requested those funds.

1. Click the Objective name link (to the right of the Objective Number) to expand the
Objective details.

2. First determine if this objective is applicable to you. If it is not go to Section C. Mark
Required Objective as Not Applicable below and provide justification as required.
Otherwise, continue to next step.

3. If this objective is related to IIS (e.g., you will use an IIS to complete the task), check
the “lIS Related Objective” checkbox.
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2011 - 0102 * Evaluation $0 & Untouched  Chapte 1: Program Planning and Evaluation

Performance Measure | Grantee Activities ™

Objective Name: *
] Evaluation This Ohjective does not Apply: [
Association: Chapter 1: Pragram Planning and Evaluation

Type: Reguired

Statement: © A|| grantees are required to develop and submit an evaluation plan for a companent of their
program to COC.

Indicate if the objective is related to Immunization Information Systems.
IIS Related Objective: [~ Checking this will make it part of you 1IS Business Plan.

4. Select the Performance Measure tab

Performance Measure 5”5‘ Grantee Activities “‘f

T S Y

Cluestion Development of an evaluation plan
2 Statement zList the program components you are evaluating. =

5. Select each Performance Measure listed and provide an answer.

There are three types of Performance Measures: Statement, Question, and Target.
The Evaluation objective includes a Question and Statement.

a. Select the Question link. The question is listed at the bottom of the tab.

Performance Measure E:?? Grantee Activities ““

Performance Measure

Number _____[Type |
1 Question Development of an evaluation plan. Yes

2 Statement =List the program components you are e

After selecting the answer to the Question, it is
populated in the table above.

Performance Measure 1

Develapment of an evaluatian plan. Mo § ¥es

b. Select the Statement link. The statement is listed at the bottom of the tab.

Grantee Activities “‘I

Performance Measure -'7-:5'

N T L ——

Cluestion Development of an evaluation plan. Yes
2 Statement =List the program components you are evaluating =

Performance Measure 2

<List the prograrm compaonents you are evaluating.=

< The statement
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Click on the text and replace it with your answer.

Red flag clears after answering all.

2011 - 0102 * Evaluation

Ef WWarking  Chapter 1: Program Flanning and Evaluation

Performance Measure Grantee Activities '/

Question Development of an evaluation plan. Yes
2 Statement Adolescent Vaccination, Adult Yaccination, Education/Training, 1S, Population Assessment \

T |

Performance Measure 2 Enter an answer.

Saving...

Adolescent Waccination, Adult Vaccination, Education/Training, 1S, Population Assessment The answer is populated in the table above.

The Evaluation objective does not have a Target measure; however, the Provider
Participation objective has three targets.

2011 - 0303 * Pravider participation §0 EJ Untouched Chapter3: Immunization Information Systems

Dbjective Performance Measure 5:5' Grantee Activities ":‘n'

m Type |Performance Measure

8 Target _Percentage of private provider sites submitting immunization events to the IS on children under| Enter value below.

Target Percentage of public provider sites that routinely submit immunizaticfevents to the 15 on child ]
2 Target Dumber of private provider S\E subrnitting immunization events to the IS on children under v| Select a Performance Measure link.

Performance Measure 1

Percentage of public provider sites that routinely submit
immunization events to the IS on children under B years of <Enter value here> %
age.

6. Select the Grantee Activities tab and enter the activities necessary to meet this
objective.

2011 - 0102 * Evaluation §0  EJ Working  Chapter 1: Frogram Planning and Evaluation

Performance Measure

Id Activity Description Timeline

Add Mew Grantee Activity ]
“ Required
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7. Enter activity information.
2011 - 0102 * Evaluation

$0 Warking Chapter 1: Pragram Flanning and Evaluation

Dbjective Performance Measure Grantee Activities
l

Ny
Red flag clears with at least one activity. Red flag clears on row when all tabs are completed.
Ready for approval

Id Activity Description
1 by first activity. Delete

Add Mew Grantee Activity
Grantee Activity

Activity Description: ™ My first activity.

(1982 characters remaining) "{’}

* Required

You may enter more activities.

2011 - 0102 * Evaluation 0 Watking Chapter 1: Fragram Planning and Evaluation

Dbjective Performance Measure Grantee Activities

Id Activity Description
1 by first activity. Delete

Add Mew Grantee Activity
Grantee Activity

After entering activity information, you may add additional activities by selecting the “Add
New Grantee Activity” link. There is no limit to the number of activities you may add.

(1982 characters remaining) "{’}

* Required

C. Mark Required Objectives as “Does not Apply”

When first opening the Workplan, you will see a list of required objectives (as indicated
in the IPOM).

1. Click the Objective name link (to the right of the Objective Number) to expand the
Objective details.
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2011 - 01 * Tribes $0  EJ Untouched  Chapter 1: Program Planning and Evaluation

Objective Performance Measure Grantee Activities *’5

Ohjective N Ha 11
bjective Name: ™ Trihes This Objective does not Apply: [~

Association: Chapter 1. Program Planning and Evaluation

Type: Required
Statement: * Ag part of the grant application and progress repors, grantees must submit documentation

that describes how tribes are involved in the planning and implementation of immunization
program activities for AKAN populations

1IS Related Objective: [~

2. Select the “This Objective does not Apply” check box.

© Note: Because the objective “Does not Apply” you will not be able to associate any
line items to it or budget funds towards it. Therefore, the system does not allow
association to it in the Budget.

Application B pue in: 74 days

© Home = Application > Budget Summary > Line Item Details

GO TO! |317 Ops j IPersonnel j Budget Summary | = Previous | Mext (F& : Travel)s Total Allocated: $0
Target: $5,000,000
Remaining: $5,000,000

|Add an existing Personnel ling itern to the 317 OPS budget, type hete to search. 2

Add Mew Line ltem |M| Filter

| Total | | |

Since Tribes is marked as “Does not Apply”, this objective cannot be
¥ 5] @  pete washington (Data Systems o @ssociated to any line item. The entry field is disabled.

Type | Name (Job Title)

m ,W‘ This will occur for each funding source the objective may be funded by.
See IPOM Chapter 0 — The Basics for more information on Allowable
Expenses with Categorical Funding.

I Search iew all

1} Hame Objective % Total §

splits
20110101 Tribes ($0) 0o §0
20110102 Evaluation (50 [oo 50
20110103 My first added objective ($0) IF 80
20110201 Written palicies (50) IF 0

© Note: If however there is already an association to the budget line item, the system
will break this association. A warning is provided. If you select OK, you will have to
adjust Objective associations for effected line items.
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This objective is associated to one or more allocations. This action will remove
existing associations.

Cancel Ok

3. You must enter a valid reason to justify the characteristics of you program that
prevent you from addressing this required objective.

If you have any questions about an appropriate justification, please contact your
Project Officer.

2011 -0 * Tribes $0  E§ Working  Chapter 1: Program Planning and Evaluation

Objective L’r:ﬂ Performance Measure Grantee Activities

Objective Name: *
bjective Name: * Trihes This Objective does not Apply: ¥

Association: Chapter 1. Program Planning and Evaluation Reaso“:Pieaseju.S?{fy the characteristics of your

prograrn that prevent you from
Type: Reguired addressing this required ohjective

Statement: * As part of the grant application and progress reports, grantees must submit documentation
that describes how tribes are involved in the planning and implementation of immunization

prograrm activities for AAN populations (1852 characters remaining) 'y

IIS Related Objective: [~

Red flags clear on Performance Measure and Grantee Activities tab
because they are not required if the objective does not apply.

If data was entered there before marking does not apply, manually clear
the information if it is not relevant.

2011 - 0101 * Tribes 30 ke Warking Chapter 1: Program Planning and Evaluation

Objective Performance Measure Grantee Activities

Objective Name: *
bjective Name: * Trihes This Objective does not Apply: ¥

Association: Chapter 1: Program Planning and Evaluation Reasondye do not have ary federally or state

saving " |recognized tribes.
Type: Required

Statement: * As part of the grant application and progress reports, grantees must submit documentation
that describes how tribes are invalved in the planning and implementation of immunization

pragram activities for AAN populations (1344 characters ramaining) i

1IS Related Objective: [~
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D. Add Optional Objective

1. Click the ‘Add New Objective’ button.
The new objective is given a default number of 2012-0000.
The system displays a blank ‘Objective’ which includes the following tabs:

a. Objective
b. Progress Measure
c. Grantee Activities

Add Mew Objective ¢

Edit

Creating a new Objective - the Objective Name .
2011 - 0000 will be listed here $0 £ WWorking  Nene / Delete
Objective = = =

You may delete objectives you add to the workplan.

Objective Name: I

Association: |--Selecl-- |

Type: Optional

Statement:

1IS Related Objective: [~

Tip: The red flag =1 at the tab level indicates that data is missing from the tab. If any
data is missing, the Objective status will be “Working” and marked with a flag. The
Objective cannot be approved until all information is entered.

2. Enter the elements of the Objective.
a. Objective Name: A brief phase to describe the objective.

b. Association: To which IPOM component is the objective related?
© NOTE: Optional objectives may apply to Chapters 1-11 of the IPOM.

© The system updates the objective number to correspond with the selected
chapter, numbering it with the next available number. For example, Chapter
1 has two required objectives. If another objective is added for this Chapter,
it is numbered 2012-0103. The third objective for chapter 1.

Page 45 of 112



Application 2012 User Guide for eGrATIS

6GrATIS

electronic Grants Application Tracking Information System

Add Mew Ohjective |
2011 - 0101 * Tribes

2011 -0102 * Evaluation
—-Wde - Evaluation

$0 Waorking

Chapter 4: Program Planning and Evaluation

2011 - 0103 i‘ Fly first added objective

Objective E:ﬁ‘ Performance Measure %/

After selecting the Chapter, the objective is assigned a number. The system updates the
objective number to correspond with the selected chapter, numbering it with the next
available number. For example, Chapter 1 has two required objectives. If another objective

is added for this Chapter, it is numbered 2012-0103, the third objective for chapter 1.

Objective Name: * IMY first adde‘d/ﬁjective

[ Association: |Chapler 1: Program Planning and Evaluation j ]

Type: Optional

Statement: *

{2000 charactars ramaining)

1S Related Objective: ™

c. Statement: The full objective description.

2011 - 0103 Ily first added objective §0  EJ ‘Working  Chapter 1: Frogram Planning and Evaluation Delete

Performance Measure

Grantee Activities

Objective Name: * iy first added objective

Association: | Chapter 1: Program Planning and Evaluation j

Type: Optional

Statement: *

The full objective statement is entered here.

(1955 characters remaining) 'S

IS Related Objective: [~

d. Indicate if the objective is related to Immunization Information Systems.

The
objective will be marked as included in your IIS Business Plan.

2011 - 0103 Wy first added objective §0 = Working  Chapter1: Program Flanning and Evaluation Delete
Objective

Performance Measure ' | Grantee Activities 7%/

Objective Name: ™ My first added objective

Association: |Chapter 1: Program Planning and Evaluation j

Type: Optional

Statement: * The full abjective statement is entered here

1IS Related Objective: [~
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3. Select the Performance Measure tab.

© Enter as many performance measures as needed.
© You must enter at least one.

a. Select the Add a New Performance Measure button. A menu of three options is
presented: Statement, Target, and Question.

b. Choose the type of Performance Measure this objective will have. (The objective
may have more than one measure.)

Target Performance Measure:

2011 - 0103 tly first added objective §0 = Working  Chapter 1: Program Flanning and Evaluation Delete

Performance Measure 5”;7 Grantee Activities m

Add a New Performance Measure =

Performance Measure Staternent

umber ____________Type ]

Performance Measure Cluestion

After selecting the type of Performance Measure, the system saves this measure to
the list and provides data entry fields for you to create the measure details.

2011 - 0103 tly first added objective §0 = Working  Chapter 1: Program Flanning and Evaluation Delete

Performance Measure 5”;7 Grantee Activities m

New Performance Measure is added to
the list of measures.

Add a New Performance Measure =

S e
1

Target -Mo Target Text- Delete
Measure descrintion Numeric value
Performance Measure 1

o <Enter value here> |-Select- 7|

c. Enter the Performance Measure’s details. For example, by the end of the budget
year 78% of X will be completed within 30 days.

2011 - 0103 Iy first added objective §0 = Working  Chapter 1: Program Flanning and Evaluation Delete

Performance Measui

Tab's flag is cleared because at least one Performance Measure exists

Graniee Activities '

Add a New Performance Measure =

S T R

Target Percent of ¥ completed within 30 days. 78 % \ Delete

ferformancellsasicll Measure loaded to table.
IPercent of ¥ completed within 30 days. You may enter another. I 73 IM s
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Statement Performance Measure:

Performance Measure -5'7 Grantee Activiies #i

© Statement describing the Performance measure

Add a New Performance Measure =

S e R

Target Percent of X completed within 30 days. 75 % Delste
2 Statement -Mo Statermnent- Delete

Measure descrintion

Performance Measure 2

2011 - 0103 Wy first added objective §0  Ef Working  Chapter 1: Pragram Planning and Evaluation Delete

Question Performance Measure

2011 - 0103 My first added objective §0  EfWarking  Chapter 1: Pragram Planning and Evaluation Delete

Performance Measure Ei Grantee Activities "-“

Add a New Performance Measure =

N I e —

Target Percent of X completed within 30 days. 75 % Delete
2 Staterment This is my statement performance measure. Delete
B Cluestion -Mo Question Text- elete

Measure descrintion Answer

Performance Measure 3

k™ C Mo Yes
4. Select the Grantee Activities tab.
2011 - 0103 My first added objective §0 = Working  Chapter 1: Pragram Planning and Evaluation Delete
Objective Performance Measure Grantee Activities -5'?
Id Activity Description Timeline
Add MNew Grantee Activity
* Reguired

a. Select the “Add New Grantee Activity” link.

Page 48 of 112




6GrATIS

electronic Grants Application Tracking Information System

Application 2012 User Guide for eGrATIS

b. Provide the Activity Description.

2011 - 0102 * Evaluation j0 orking Chapter 1: Pragram Flanning and Evaluation

Objective Performance Measure Grantee Activities

Red flag clears on row when all tabs are completed.
Ready for approval

Red flag clears with at least one activity.

Id Activity Description
1

Iy first activity. Delete
Add Mew Grantee Activity

Activity Description: * bty first activity.

(1982 chavacters vamaining) 'S

* Required

c. Enter additional activities by selecting the Add New Grantee Activity link.

2011 - 0102 * Evaluation j0 Warking Chapter 1: Pragram Flanning and Evaluation

Objective Performance Measure Grantee Activities

Id Activity Description
1 Iy first activity. Delete

Gra nteeA.r\:l'rvily

Activity Description: * My first activity.

After entering activity information, you may add additional activities by selecting the “Add
New Grantee Activity” link. There is no limit to the number of activities you may add.

7T ing] 5

* Required

E. Edit Optional Objective

1. Click the Objective name link (to the right of the Objective Number) to expand the
Obijective details.

2. Editinformation as needed.
© Tip: The Objective name link behaves as a toggle to open and close its details.
Selecting another Objective will close the details of the current Objective and open

the details of the selected Objective.

© Tip: There are two ways to select text for editing: Click on the text with the mouse or
tab to the text area and press the space bar.
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F. Delete Optional Objective

You may only delete a Optional Objectives you have added in addition to the Required
Objectives.

When you delete an Optional Objective, the system will automatically re-number the
Optional Objectives so there are no gaps in the numbers grouped by chapters.

2011 - 0401 * AFI% Standards §0 &7 Untouched  Chaptera: Provider Quality Assurance

2011 - 0402 * Develop a methodology §0 EJ Untouched Chapterd: Provider Quality Assurance

2011 - 0403 Iy first added Objective for Chapter 4 §0 EF Working  Chapter: Frovider Quality Assurance Delete
2011 - 0404 My second added objective for Chapter 4 §0 EF Working  Chapter: Frovider Quality Assurance Delete
2011 - 0501 * Maintain protocal §0 Z] Untouched Chapters: Parinatal Hepatitis B Pravention

2011 - 0402 * Educate providers $0 E] Untouched Chapters: Peiinatal Hepatitis B Prevention

1. Select the Delete link of the Objective you want to delete.
For our example, let's delete 2012-0403.

2011 - 0402 * Develop a methadology §0 Z Untouched  Chapter<: Frovider Quality Assurance

2011 - 0403 My first added Objective for Chapter 4 $0  EF Waorking  Chapterd: Provider Quality Assurance
2011 - 0404 My second added objective for Chapter 4 §0 B Working  Chapterd: Provider Quality Assurance Delete
2011 - na01 * hlaintain protocal §0 2] Untouched  Chapters: Ferinatal Hepatitis B Frevention

2011 - 0502 * Educate providers §0 ] Untouched  Chapter: Perinatal Hepatitiz B Prevention

2. Confirm deletion by selecting OK.

ZUTT - UdUk " Mational data gueries B =j UnTOUChed  ChapterZ: Immunization Information Systams
2011 - 0307 * Functional standards §0 Zf Untouched  Chapter3: Immunization Infarmation Systems
2011 - 0401 * AFI% Standards luality Assurance
2011-0402  * Develop thod fisfity o=
2l A Are you sure you want to delete Objective 2011-040357 7 r ¥ L
2011 - 0403 Iy first added Ohjec luality Assurance Delete
2011 - 0404 My second added ok uality Assurance Delete
ot 47 Cancel Ok
2011 - 0501 Iaintain protocol Hepatitis B Prevention
2011 - 0502 * Educate providers e cempeee oo = Hepatitis B Prevention
2011 - 0503 * Case manacement %0 &7 Untouched  Chapters: Perinatal Hepatitis B Pravention

If the Objective has been associated to an allocation in the budget, the system will
provide the following message:

Microsoft Internet Explorer

9 This objective is assodated to one or more allocations. Deleting this objective will also delete the percentages assigned to the objective within those
\_‘\/ allocations.

[This action may create discrepandes in the affected allocations that will require you to revisit them and redistribute the percentage splits so they
again sum to 100%.]

[ ok ’ Cancel
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© Note: This action may cause discrepancies in the affected allocations that will
require you to revisit them and redistribute the percentage splits so they again sum
to 100%.

3. Select OK to continue with the deletion.

Notice that objective 2012-0404 becomes 2012-0403 to fill in the gap.

2011 - 0401 * AFI¥ Standards $0 Ej Untouched Chaptera: Provider Quality Assurance
2011 - 0402 * Develop a methodolagy $0 = Untouched  Chapter: Provider Quality Assurance
[2011 - 0403 Iy second added objective for Chapter 4 50 E’ﬁ'\l\f’nrkmg Chapter 4: Provider Quality Assurance Del
2011 - 0501 * Maintain protocal $0 &] Untouched Chapter &: Perinatal Hepatitis B Prevention
2011 - 0502 * Educate providers $0 Ej Untouched Chapter5: Perinatal Hepatitis B Prevention
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G. Filter Objectives List

When looking for a specific Objective, you may choose to filter the list.

1. Expand the filter by selecting the circled down arrow

# Award Immunizations and VaccipesTfor Children Grant @ Llog out @ SuperUser Test © Gotham City

E buein: 63days  Budaet Year: EYERE|

2012 -0101  * Tribes 50 =J Untouched Chapter 1: Frogram Flanning and Evaluation

2012 - 0102 * Evaluation 50 =F Untouched Chapter 1: Frogram Flanning and Evaluation

The filter is expanded. The default is to show Objectives of all status types.

@ Click to hide the filter options. Current filter: [ Statusz]

Associations Last Modified Date Status Objective Text

Search | Search All | ¥ Untouched ¥ Waorking ¥ Approved I~ On Hold

2. Select the desired Criteria tab.

Associations

Associations Last Modified Date Status Objective Text

Search | I Chapter 1: Program Planning and I Chapter 2: Vaccine Accountability and I Chapter 3: Immunization

Search All | Evaluation Management Information Systems

[ Chapter 4: Provider Quality [ Chapter &: Perinatal Hepatitis B Prevention O Cha_pte.r 6: Adolescent
Assurance Immunization

I Chapter &: Education, Information, Training, I Chapter 9: Epidemiology and

7 Chapter 7- Adult Immunization and Partnerships Sunveillance

™ Chapter 10: Population

[~ Chapter 11: WIC - Immunization Linkage ™ Pandemic Influenza Funding
Assessment

" Enhanced Perinatal Hepatitis B [ Immunization Information Systems - Sentinel
Prevention Sites

Last Modified Date

Aszociations Last Modified Date Status Objective Text

Search | Between Dates:  5/14/2011 - 7/13/2011
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Status

Status

Search | Search Al | ¥ Untouched ¥ Waorking ¥ Approved I~ On Hold

Objective Text

Objective Text

Search | Text Search:

H. Objective Funding Breakout

From the Workplan, you can view which line items and how much of which funding
sources are tied to each objective. Before you can see this breakout, the objective must
be associated to a funded line item.

To open the Objective Funding Breakout, first place your cursor next to the Total Budget
amount for the objective to cause the icon to display.

2011 -05812 * Educate hospitals on bith dose $0
2011 - 0601 *Increase teen coverage rates - §41 565
M1 - DB * Juvenile facilities and social semice §34 820

aMancias

Select the icon.

The Funding Breakout opens showing the amount per funding source is budgeted for
this objective.

2011 - 0601 * Increase teen coverage rates §41 665 Y Untouched Chapters: adole

* Juvenile facilitie
agencies

2011 - 08 * Staff orientatior

2011 - 002

Source Line fttem
2011 - 0302 * Clinical staff vie Funding Source Amount
" 37 OPS $8,705.00
2011 - 0803 M8,
WFC OP= $32,960.00

2011 - 0901 * Conaenital Rub

Select the Line Item tab. This view shows which line items are associated to the
objective.
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Below you will see that the “Increase teen coverage rates” objective is associated to
“John Doe (Public Health Medical Officer)”. This line item is funded by 317 OPS and
VFC OPS. A portion of these funds for this line item are budgeted toward this objective.

2011 - OB * Increase teen coverage rates $41 BG5S EJ Untouched Chaptert: Adele

o011 -pm uvenile facilitie
agencies

2011 - 0801 * Staff orientatior

Source Line kem

2011 - 0802 * Clinical staff vie Source Category% Description $ Total $ Objective
. Jobn Doe (Public Heatth
2011 - 0803 BCHA MY OPs FA-Perzonnel WMeical Officer &7 05000 $8,705.00
2011 - 0901 * Congenital Rub WFC OPS Fa-Personnel  2ohnboe (Public Heath w00 o0 nn 332 ago00
Medical Officer)
2011 - 0902 * Case reports to T

Select the active link to go to the line
item for the given funding source.
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VIIl.  Review, Approve and Print Application Workpla n

The following tasks are covered in this section:
- Access Workplan Summary — Review Mode
- Approve Objectives

- Print Objectives
Only users with Super User or User Level 1 role can approve Workplan Objectives.

All users may print Workplan Objectives from the Workplan.

A. Access Workplan Summary — Review Mode

You may access the Work Plan from the navigation link |Work Plan| or by selecting the
Work Plan section link Work Plan Overview on the Application > Summary page. The
system will display the Application > Workplan page defaulted in Edit Mode, where
Objectives may be added, edited and deleted.

Select the Review Mode tab to print and approve Objectives. (See section VIl Create
Application Work Plan above.)

Edit Mode

B. Approve Objectives

All Objectives must be approved before the application may be submitted. If staff with a
User Level less than Super User were responsible for entering data into the Workplan,
an internal review may be required as only a Super User can approve objectives. For
example, if a data entry person with User Level 2 enters the Objectives for the IIS
Section, then someone with Super User or User Level 1 role will need to go to the
Review Mode tab, review the entries and approve them.

Any Objectives that have not been approved will count as a Workplan discrepancy,

which will be seen on the Application Summary page under the Workplan View
Discrepancies section.
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Before an Objective can be approved, all required information must be entered. If

information is missing the status will display a red flag = Working  gerol| through the
Obijective to see what specific information has not been addressed.

1. From the Workplan page, select the Review Mode tab. The system will display a
read-only summary view of all Objectives.

2. Select the checkbox under the Select column for each Objective to be approved or
select the “Select All” button.

Select individual objectives or choose the Select All button.

Review
selectall | PrintSelected | | approve Selected |
20110101 Objective Name: Tribes 0 Warking
Opt Out: Yes
Opt Out Reason: We do not have any federally or state recognized tribes
Statement: Ag part of the grant application and progress reports, grantees must submit

documentation that describes how tribes are involved in the planning and
implementation of immunization program activities for AKAN populations

Grantee Activities:
Associate to Components:
Cornpanent Split %

Chapter 1: Program Planning and Evaluation 100%

Performance Measures:

Mumber Type Performance Measure

1 Statement Submission of documentation as appendix to grant application. [(Attach this
document via eGrATIS using the Attachments section located on the Application
Summary page. Use the Attachment Type = Chapter 1, Tribes.)

PO Objective Name: Evaluation 50 p¥orking

Statement: All grantees are required to develop and subrmit an evaluation plan for a
component of their program to COGC.

Grantee Activities:
Id Activity Description Timeline

1 My first activity. 042072011

Associate to Components:
Component Split %

Chapter 1: Program Planning and Evaluation 100%

Performance Measures:

Mumber Type Performance Measure

1 Cluestion  Developrent of an evaluation plan. Yes

2z Statement Adolescent Vaccination, Adult Yaccination, Education/Training, 115, Population
Assessment

Tip: If choose “Select All”, the system toggles to button to “Unselect All".

Lnselect all Frint Selected | Approve Selected |

Seloc| Mamber Objesve
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3. Click the “Approved Selected” button.

Review m
Select All | Print Selected | Approve Selected |

The Status changes to Approved.

Review m
Selecmlll Print Selected | Approve Selected |

c______
mm Objective Total Budget § Status
M 20m-mn Objective Name: Tribes 80| Approved

© Note: An Objective that is still in Untouched status or is missing information cannot
be approved. If you attempt to approve one of these, the system will indicate a
message and the Objective number(s).

For example, Written Policies objective has not been touched and is missing information.

© The red flag and error messages indicate missing information.

B P00 Objective Name: Written policies %0 & Untouched

Statement: Maintain, implement, and submit to COC written vaccine accountability policies,
procedures and protocols that include formal policies on fraud and abuse and
assuring the WFC vaccine is administered only to YFC-eligible children.

Grantee Activities: REQUIRED - Please address.

Associate to Components:

Cornpanent Split %

Chapter 2: Waccine Accountability and Management 100%
Performance Measures:

Number Type FPerformance Measure

1 Question  Policies developed and submitted upon regquest. REQUIRED - Please address.

If you try to mark the objective Approved, the system will provide an error message and
indicate which objective(s) has the issue(s).

© Home = Application = Workplan

@ Click to view the filter options. Current fitter: i'Status]
COCIPOM Content Reference

Select All | Print Selected | Approve Selected

""" e approved for the followi i [ issing required information o

Select OK.
If you had more than one objective selected, all Objectives except the ones listed in the

message will be moved to an Approved status.
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Those that are missing information must be updated in the Edit Mode tab.

C. Print Objectives

1. From the Workplan page, select the Review Mode tab. The system will display a
summary view of the Objectives.

2. Select the checkboxes under the Select column for each Objective to be printed. (Or
choose “Select All” button to print all.)

3. Click the “Print Selected” button. The system will generate a report of the selected
Objectives and open a Print window.

Review m
Select All | Print Selected | Approve Selected |
ﬁ Number Objective Total Budget §
v

ot Objective Name: Tribes 0 Warking

The print dialog will appear.

| General | Options

| Select Printer
!F,;!Add Printer _3 DocSmartzB
f".'i 1F 113600 on saic-at-dc SoFax
|hé CutePDF Writer i Microsoft Office Documen|
| £ | 2|
Status:  Ready [ Print tofile
Location: st Floor Datmouth Building
Comment: Find Printer. .
Page Rangs
@A Number of copies: :1 - I
) Pages: 2! | Coliate 5
Enter either 3 single page number or a single 3 1
page range. For example, 5-12

Prirt ] ’ Cancel ] [ Apply ]

TIP: Printing as a PDF will save it to a file and maintain formatting. There are free
PDF Writers; however, please see your IT administrator for assistance.
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IX. Create Application Budget

The following tasks are covered in this section:
- Set Application Properties (Budget Value Defaults)
- Access Budget Summary
- Access Line Items
- Load 2011 Line Item
- Add New Line Item
- Copy Line Item to Another Funding Source
- Edit Line Item

- Delete Line Item

For each line item, in addition to the financial values, you are required to:
- Enter a Budget Justification and
- Associate the allocation to your Workplan Objective(s).

The 2011 Application budget is not pre-populated; however, the system provides the
ability to search for and copy a 2011 line item into a funding source/budget category
view. See “Load 2011 Line Item” below in this chapter.

Targets (a.k.a., Planning Ceilings) are provided for each funding source, except state
funding. The system will provide an Error discrepancy if a funding source is over-
allocated.

You must ensure that all your Workplan Objectives are funded by the budget. For each
line item, when funds are allocated, designate how these funds relate to the workplan
objectives using the line item’s Objectives tab. For example, the equipment is
supporting several Chapter 3 - IIS objectives. Creating this link builds a budget per
objective which is visible to you on the screen. (More info provided below.)

Changes made to your Workplan may cause budget re-work if budget line items are
associated to objectives before the workplan is completed.
- If an Optional Objective is deleted after associated to a line item, this association
is removed causing need for adjustment to the line item.
- If an Optional Objective is added, it is not yet funded so it must then be
associated to the appropriate line items.
- If a Required Objective is marked as not applicable after associated to a line
item, this association is removed causing need for adjustment to the line item.
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Funding Source focused Budget

In 2012, each funding source is managed separately as you build the budget. The idea
is to build a 317 OPS budget, VFC OPS budget, etc, keeping the line items for a funding
source separate. So if a Database Administrator for $60,000 is funded by three funding
sources, you will have the Database Administrator line item in those three views: 317
OPS/Personnel view, VFC OPS/Personnel view, and VFC AFIX/Personnel view.

The system provides a search line item feature so you do not have to re-enter a
line item into each funding source it is funded by.

The system provides the ability to switch to the same line item in another funding
source with one click.

The system provides a view of the funding source Target, total allocated amount
and total remaining amount on the page where you build the budget. These
dynamically change as you allocate funds so you are always aware of the current
amounts.

Examples: How to Build your Budget
Below are examples of paths to build the budget to provide a sense of the workflow in
the budget.

Example 1: Complete the budget for one funding sour  ce across budget
categories. Then move on to the next funding sourc e.

Jane wants to complete the 317 OPS budget first.

She decides to start entering Personnel for 317 OPS. She searches and selects
those that were in the budget last year. She updates the details (e.g., % FTE,
Salary), allocates the 317 OPS portion of the line item, and associates the line item
to appropriate workplan objectives. New staff members are manually entered. The
317 OPS portion is allocated and appropriate objectives are associated to the line
items.

After completing the 317 OPS budget for Personnel, Jane moves to the Travel
budget category for 317 OPS funds. Again, she chooses to search for line items
from last year or enter new line items. As each line item is entered, she allocates the
317 OPS amount and associates to appropriate objectives.

After completing the 317 OPS budget for Travel, she moves on to complete the
remaining budget categories following the same process.

After completing all of the line items for 317 OPS in all the budget categories, Jane

starts with the Personnel for VFC OPS, following the same process she used for 317
OPS.

Page 60 of 112



6GrATIS

Application 2012 User Guide for eGrATIS e

This process is continued for all funding sources.

Example 2: Complete the budget for a budget categor  y across all funding sources.
Then move on to the next budget category.

John wants to complete all Personnel line items for all funding sources first.

He begins with 317 OPS. He searches for and selects those line items that were in
the budget last year. He updates the details (e.g., % FTE, Salary), allocates the 317
OPS portion of the line item, and associates the line item to appropriate workplan
objectives. New staff members are manually entered. The 317 OPS portion is
allocated and appropriate objectives are associated to the line items.

After completing Personnel for 317 OPS, he switches to Personnel for VFC OPS.
The line items are not automatically carried over from 317 OPS. Some personnel
funded by 317 OPS are also funded by VFC OPS. He searches for and copies those
line items into the VFC OPS/Personnel view. He then enters the portion of the line
items funded by VFC OPS and associates to appropriate objectives. There are
some staff members that are only funded with VFC OPS. He manually adds these
line items.

After completing the Personnel for VFC OPS, he continues building the Personnel
budget for the remaining funding sources, where applicable.

He then moves on to the next budget category using this process until all budget
categories are completed.

“State Funds” Funding Source (OPTIONAL)

eGrATIS includes a State Funds funding source so that grantees may represent their
entire budget, including state-funded activities. This amount will NOT be included in the
amount requested as Grant Awards, nor will this amount be reflected in the Notice of
Award received at the beginning of the grant year. It will be represented in some of the
generated reports.
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A. Set Application Properties (Budget Value Defaults)

On the Application > Summary page, the system will display the Budget Overview
which provides a view of the total dollars budgeted.

You may access the Budget from the navigation link or by selecting the Budget
Overview link as shown below.

[€GrATIS)

Summary

#i Home

@ Llog out @ SuperUser Test

© Gotham City

Workplan Properties

Application

The Budget tab and Budget Overview Link take you to the Budget Summary. From
\| there you drill down to the line item level per Funding Source/Budget Category.

© Home = Application > Summary

Workplan Budget

This is a summary of your current Work Plan. This is a summary of your cutent Budget Request. The Total Funding armount is

pre-populated based on the Grapt formula calculation.

Work Plan Overview Budget Overview

Status Count Source Funding——#&Hucated———"  Unallocated =

(iorking u 317 OPS $5.000,000 50 $5.000,000

Approved d 317 FA Vaccine $7 500 $0 $7 500
VFC OPS $500,000 §0 $500,000
WFC Ordering $100,000 $0 $100,000_|
W $250,000 $0 $250,000
Pan Flu $150,000 $0 $150,000

Selecting a discrepancy link which does not specify a ISISentinellSites $50,000 40 $50,000

= .
" The Budget Overview box displays the overall status of funds as you dewelop your budget

funding source and budget category will take you to the
Budget Summary.

View Discrepancies

63 unfunded Objective(s) 1=

~—lurerniG Underallocated by $5,000,000 for 317 OPS
wisRNING Unegllocated by $7 500 for 317 FA Yaccine -

ERROR
Selecting a discrepancy link which specified a funding
source and budget category will take you to those line

items.

wiekNING Underallocated b
wizkMinG Underallocated b

500,000 for YEC OPS
100,000 for WFC Orderin

I by POED OO0 $ne 3 IEC ATEY

*The Discrepancies bex includes 2 working list of objectives that have net been approved of
contain ermors, Click on items in the listta go ta them in your otk Plan

el mwnl
* Discrepancies marked 'ERROR' m
"MARNING' for more information.]

ust be cleared priorto submission. [Click on 'ERROR' or

Application Properties default amounts and rates must be verified/updated before
starting on the Budget. If you attempt to access the budget before updating these
properties, you will see the following:

([€GrATIS)

Workplan

The first time in the Budget, the system directs you to update your
Application Properties. Here you will indicate defaults for Fringe rate,
Per Diem, etc...to be applied to new line items.

Properties 4|

Summary Budget

Select the link or choose the Properties tab.

© Home = Application = Budget Summary

You may adjust these values if needed prior to submission.

You must complete your Application Properties before entering your budget

Select this link.

The system displays the Application Properties page. The Default Rates/Amounts

values are pre-populated from the 2011 application.
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# Award Immunizations and Yaccines fc

Summary Workplan

Budget Properties

Application Properties

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

Default Rates [ Amounts:

These values will be used to calculate data in your budget.

Fringe Rate: |38.EIEI
Fringe Amount: |[].EIEI
Per Diem Amount: I.T"E_EIEI
Amthileage: |0.5000

Lipdate |

Indirect Cost Components:
Mo Cost Components Defined for this Application

Add a Component to the Calculation

See section VI. Set Application Properties for step-by-step instructions on completing the
properties.
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B. Access Budget Summary

After completing the Application Properties in Section A above, the system will open the
Application > Budget Summary page.

However, if the Properties were already completed, you may directly access the Budget
link as shown

Summary from the Budget tab or by selecting the Budget Overview
below.

# Home

[€GrATIS)

Summary

Workplan Properties

The Budget tab and Budget Overview Link take you to the Budget Summary. From
\| there you drill down to the line item level per Funding Source/Budget Category.

Home = application > Summary

Workplan Budget

This is a summary of your current YWork Plan. This is a summary of your cutent Budget Request. The Total Funding armount is

pre-populated based on the Grant formula calculation.

Work Plan Overview Budget Overview

Status Count Source Funding—#foratedt——"  Unallocated =

W orking g 7 OPS $5 000,000 §0 $5 000,000

Apptoved u 317 FA Vaccine §7.500 §0 $7 500
VFC OPS $500,000 $0 $500,000
WFC Ordering $100,000 §0 $100,000_|
VFC AFIX $250,000 §0 $250,000
Pan Flu $150,000 $0 $150,000

Selecting a discrepancy link which does not specify a IS sentinellsites) 550,000 §0 $50,000

o .
* The Budget Overview bax displays the overall status of funds as you develop your budget

funding source and budget category will take you to the
Budget Summary.

View Discrepancies

B3 unfunded Objective(s)
~—luerninG Underallocated by $5.000,000 for 317 OPS
wigk NG Ormhegallocated by §7 500 for 3117 FA Yaccine —

wisrHING Underallocated by $500,000 for WFC OPS

ERROR

|»

Selecting a discrepancy link which specified a funding
source and budget category will take you to those line
items.

wizkNING Underallocated b

100,000 for WFC Orderin

Il POED OO0 $oe WV AT

* The Discrepancies box ineludes a working list of objectives that hawe not been approved of
contain erors. Click on items in the listto go to them in yourWork Flan

Ll '
® Diserepancies marked 'ERROR' m
"ARMING! for more information.]
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BUDGET SUMMARY - Redesign

Accessing list of line items:

Last year you selected the budget category (e.g., Personnel) link to see line items. This
year you select link for the Funding Source/Budget Category (a.k.a., Object Class)
intersection to access the line items (e.g., $0 link for 317 OPS/Personnel shows
Personnel line items funded by 317 OPS). As you allocate funds to line items, the
amounts will update in the Budget Summary table. This redesign is part of moving to a
Funding Source focused Budget.

Breakout Graphs:

The Budget Category (a.k.a., Object Class) link takes you to a Breakout of the Budget
Category by Funding Source. The Breakout of Funding Source by Budget Category is
moved from the Grand Total row to the Funding Source link at the top of the table.

State Funds:

In prior years, some grantees logged line items funded by State Funds with $0. For
example, Sally Johnson was entered with $0 salary. This year, you may allocate funds
to the State Funds funding source. These will NOT be included in the Grant Award
totals and will not be reflected on the Notice of Award received from CDC.

State Funds are not part of the Grant Award.
This option allows you to build a budget with

Summary Workplan LGS Properties

Application exposure of State Funds to be used.
€ Home > Application = Budget Surmmary You do NOT have to allocate to State Funds.
2012 Application Funding Sources || -
You will only see funding sources applicable to you. < Bree:)ko;t ?jf F;”(‘:d'tng Ll
E| Source by Budget Category Total
| | Vaccine | OFS |%?Eg| BFTX | untls
M v
Funding . : . = i = : ¢ > = ]
tj Flanning Ceiling $5,000,000|  $7 500|$500,000| $100,000|$250,000|$150,000)  $50,000 $95,000($60,000  N/A|$E,212 500
U} Unallocated Funds $5,000,000|  §7 500|5500,000| $100,000| $250,000|$150,000|  $50,000 $95,000($60,000  M/A|$E,212 500
Fianciatiatsigtante
* Personnel 0 §0 50 0 0 i) N §0 0 50 §0
*4 Fringe 50 §0 §0 §0 §0 §0 §0 §0 §0 50 $0
77 Travel 50 50 50 50 s0 g0 §0 s0|  s0| s 50
§ Eauipment Breakout of Budget | %0 $0 $0 $0 $0 $o| 80| 50 $0
" Category b ) o .
@ Suppl Fundin% Q{)uﬁ’ce i0 Select $ link to view line items for given |2 $0 s
S® Coritsctual = . 50 funding source/budget category pair. o 50 50
E.g., VFC OPS/Contractual
\ “Yaccine 50 $0 0 Once funds are allocated, the values will |0 50 0
® Other 50 50 Sﬂ‘/ be added to the table. A 50 50
Total Direct FA $0 $0 0 $0 1] $0 $0 0 $0 $0 $0
4 Indirect 50 $Dv\ 30, L £ n 50 §0 50 50 50
Total (Financial Assistance) 50 10 \$Q Vaccine can only $0 0 $0 50 10
be funded by 317
_Direct Assistance - i " FA VaCCine . e i ” . -
# Personnel s 50 il il il il §0 0 8 = 50
&7 Other $0 0 §0 §0 $0 $0 $0 $0 $0 §0 0
Total (Direct Assistance) $I]l'\$l_]“ 10 10 b1 $0 b11] 0 1] 0 0
Grand Total $0 0| | If you have DA Personnel, the values will lo 40 $0
show because line items are pre-populated. |
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© Note: Once you have allocated funds to a line item, the values will be added to this
summary table.

© Note: Vaccine line items are only funded by 317 FA Vaccine. If you do not have
317 FA Vaccine, you cannot request allocations for Vaccine.

C. Access Line Iltems

On the Application > Budget page select the Budget Category/Funding Source
intersection (e.g., Personnel/317 OPS, Travel/Pan Flu, or Vaccine/317 FA Vaccine).
The system displays all line items for the selected budget category/funding source.

Let's say we select 317 OPS/Personnel. Initially there are no line items.

H 1 Home ©Log Out Superlser Test Gotham City

leG rj Tre
Change view by Change view by

Summar funding source opertif ~ Budget Category

Application B Due in: 61 ¢ $ Summary g

Home > Applicatigh = Budget Summary = Ling It Details
G0 TD'|31? Ops J IPer’SDnnel V Budget Summag | =Previous | Mext (FA : Travells 317 OPS / FA Personnel
|Add an existing Personnel line iter to the 317 OFS budget, type here to seal .‘r 3 Vi) Ao} $0

317 OPS Target:  $5,000,000
Add pew Line fterm | Shaw All | Filter Go to Budget Remaining:  $5 000,000
Summary
Total
Type | Name (Job Title) ‘ (Salary + Fringe) | Unallocated $ | $ this Funding

Add New Filter line items by Search and add line item
line items associated IPOM from prior budget year or
chapter or objective other funding source to list.

The page of line items will always display the funding source Total amount allocated for
the line items in view on the page, the Funding Source Target, and Remaining amount
for funding source. These will dynamically update as funds are allocated to line items.

317 OPS / FA Personnel - e
Total amount allocated to the line items on the page in view
Tatal Allocated: $0<«—
Funding Source Target for the funding source in view
317 OPS Target:  $5,000 D00<—— 9 9 9
Remaining:  $5,000,000 «— Remaining amount for the funding source in view

Changes are auto-saved when focus moves to another field (i.e., tab to another field in
the allocation table) or another part of eGrATIS (i.e., leave this page).
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D. Load 2011 Line Items

This is a new feature to eGrATIS. Because of the new budget structure, prior year line
items are not pre-populated; however, you may search and pull in a line item from last
year.

Search for Line Item

The search begins looking for an item that contains the characters or series of
characters you enter. You may type an “s” and see five line items to choose from. Then
you type an “e”, making the search criteria “se”. The list may shorten to two line items
that contain “se”.

The following information is searched per budget category:

Budget Category Item set to O for 201 1 line item copied into 2012
Personnel Name, Title

Travel Location, # of trips, Type [In State or Out of State]
Equipment Description

Supplies Description

Contractual Name, Type — Method of Selection

Vaccine Provider, # doses, Type of Vaccine

Other Description

Indirect Description

Personnel (DA) Cannot copy in line items. These are pre-populated.
Other (DA) Description

Copy in Line Item
When the line item is copied in:
- Line item details (e.g., Name, Title, Fringe rate etc.) will be copied in from last year.

- The line item total will initially be set to $0. You must adjust the values for each line

item to reflect the amount you are requesting for those line items this year.

The following values are defaulted to O per budget category when copying in the

line item.
Budget Category Item setto O for 2011 line item copied into 2012
Personnel % FTE
Travel # Trips
Equipment Quantity
Supplies Quantity
Contractual Amount requested
Vaccine Number of Doses
Other Amount requested
Indirect Amount requested
Personnel (DA) Cannot copy in line items. These are pre-populated.

Page 67 of 112



6GrATIS

Application 2012 User Guide for eGrATIS e

| Other (DA) | Amount requested |

- Workplan association to objectives is not copied over from last year. You will need
to associate to this year’s objectives.

© TIP: This feature will also be used to copy newly entered line items into other funding
sources. See “Copy Line Item to Another Funding Source” section below.

1. From the Budget Summary page, select the Funding Source/ Budget Category
where you want to include the 2011 line item. For example, you want to copy in a
Personnel line item into the 317 OPS funding source.

’ 7 (

Budget Category 317 OPS !M!acin _Q%
Funding

[;f} Planning Ceiling $5,000,000 $7,500| %500 [

[:1; Unallocated Funds §5,000,000 §7 500{%500 [

Financial Assistance /

i Personnel 30 $0
*¥ Fringe $0 50
.”.T't“ Travel 50 $0

The Application > Budget Summary > Line Item Details page for 317
OPS/Personnel displays.

(This view shows no line items added for 317 OPS/Personnel)

- f Home ©Log Qut SuperUser Test Gotham City
IefG rATIS)

Search and add
line item to list.

Summary Workplan Budget Properties

.E Due in: 61 days Budget Year: ml

Application

@ Home = Application = Budget Summary > Line Item Details

Go TD:|31? QPs j IPer’SDnnel j Budget Summa | = Previous | Mext (F& : Travel)s 317 OPS / FA Personnel
|Add an existing Personnel line item to the 317 OPS budget, type here to search. 2 Vi) Ao} $o
. Shaw Al | Eilt 317 OPS Target:  §5,000,000
Add Mew Line ltem | o Al | Eilter Remaining.  $5.000,000
Total
Type | Name (Job Title) (Salary + Fringe) | Unallocated $ | $ this Funding

2. Begin to type the name or title of the personnel line item in the search area. (See the
list in the introduction of this chapter for what values are searched in each budget
categories.)
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The system provides a list of possible matches.

For example, you are searching for the Data Systems Administrator. Enter the
phrase “data”.

G0 TD:|31? QOps _'-J IPer*s::nnnei j Budget Summary | < Previc

!data 2

Davis Potter (Database Developer)

“data” reveals four line items

Hanes Farb (Epidemiclogy Data Manages with job title including this word

James Hancock (Data Security Coordinator)

Pete Washington (Daka Systems Admin) {5
Or you are searching for “Pete Washington”. His position was the Data
Administrator. Enter “wash”.
GDTD:IBWOF’S j IF'ersu:unnel j Budget Summary | = Previg
2
Iwash| “wash” reveals two line items
Pete Washington (Cornmunity Lisison) with name including this phrase
Pete Washington {Data Systems Admin
Type | Name (Job Title) (S

3. Select the match by clicking with your mouse or selecting the enter key.

For this example, we select the line item “Pete Washington (Data Systems
Administrator). The system loads the line item to the page.
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Add Mew Line ltem Show All | Filter
‘ ‘T)rpe Name (Job Title) ‘ Total(Salary + Fringe) ‘ Unallocated $ ‘ $ this Funding ‘
¥ 5] ®  pete washington (Data Systems Admin) $0 $0 [ § Delete
Name: [Pete Washington UserDefl  Line Item Total is $0 of 317 OPS
Position/Title: . Budget initially $0 funds allocated to
-|Data Systems Admin ‘ this line item
{{Salary: =00 X
{ % FTE: o 100 x (4096 characters remaining) o
f1 Months: IQ M2 x
{ % Fringe: l35 100)) +
. Fringe: ‘%\ ’
Calculation < ( $ Fringe ot T All values are set t?) last year's
values except, % FTE.
Total Fringe: 0
See introduction of this chapter for
- — - other budget categories.
Wieky et Allocation I
Complete the line item.
4. Update the Details tab. The line item total will be calculated.
Add New Line Item |M|m
‘ ‘ Type | Name (Job Title) ‘ Total(Salary + Fringe) ‘ Unallocated $ ‘ $ this Funding ‘
¥ 5 ®  pete washington (Data Systems Admin) $1.215 $1.215 [ o Delete
Line Item Total is
Nang: [Pete Washingion calculated and updated $0 of 317 OPS
— funds allocated to
PositionTitle:|Data Systerms Admin # R this line item
({Salary: igDD X
{ % FTE: 100 100} x (4038 characters remaining]
( Months: i12 (12 )%
( % Fringe: ! /100)) + . -
3 35 Adjust salary for cost of living.
( § Fringe: !El x (% FTE / 100))
Set % FTE to 100 because he is a
Total Fringe: 315 Full-Time employee.

i et Allocation I

© Note: At this point, the system knows the line item is there but not fully allocated.
The Budget Discrepancy is created.
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View Discrepancies

1 allocationls) are not fully linked to the YWorkplan for 317 QPS5 § =
ERROR
Pergonnel

error B4 unfunded Dbjectivers)
@RRDR

[
1 Line items in FA-Personnel are not fully allocated / balanced. :14/

wearHING Underallocated by $5 000000 far 317 OPS

wiagrikG L ndarallorated hw §7 500 far 317 FA Wacrine ;I

® Discrepancies maked 'ERROR' must be cleared prior to submission. [Click on 'ERROR' ar
"MEARMNING' far mare information.]

Indicate the 317 OPS amount to be allocated to the line item in “$ this Funding”
field.

For this example, Pete will be paid only with 317 OPS funds. Therefore, the total
amount is placed in the “$ this Funding”. Notice the “Unallocated” reduced to $0.

Total Allocat dl$1215 f 317 OPS for P | gl e PR
otal Allocated: ] or Personne
3 \Tntal Allocated: $1,215
Remaining Amount of 317 OPS available 317 OPS TEFEIEtZ 5,000 000

The Remaining includes ALL Budget Categories. Therefore, if | _—W Remammg' $4 995,785
$100,000 was allocated to 317 OPS/Travel, this amount would

show as $4,898,785.

TOLAT
(Salary + Fringe) | Unallocated $ | $ this Funding
£1,215 0

1215 Delete
al 4

Enter the amount
of 317 OPS funds
to allocate.

Unallocated adjusts by amount allocated.
Green will display after initial full allocation.

The Budget Summary is now updated with the allocated amount. (See next page)
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Application B Dus in: 74 «
Home = Application > Budget Summary

Select Budget View: @ Annualized  Funded

Budget Category 317 OPS \J?;zciFl‘?e % ‘ 0[%" ‘ ﬁ Pan Flu % Pemﬁ_ B ‘ EQQ ‘ m Total
Funding

@ Planning Ceiling $5,000,000 $7,500| $500,000)  $100,000( $250,000 (150,000 $a0,000 $95,000 {$&0,000 M §6 212 500
Lj Unallocated Funds $4.998,78w0 $500,000 $1DD,DDUI $250,000( 150,000 $SD,DDDI $95,000 {$&0,000 MAA B6 211,285
Financial Assistance — Unallocated reduced l/

i Personnel EEN $0 0 il 0 0 50 40 0 0 $=00
el Eringe §315 . $0 $0 50 $0 50 0 $0 $0 $0 $315
+3 Tiavel Bl Salary and Fringe are broken out l50 50 50 50 50
& Eouipment il Cal N 0 o  w® i 0o ow ow 0
@ Supplies 50 0 0 50 50 0 50 0 0 §0 0
\&# Contractual 50 0 &0 ] &0 0 &0 0 0 0 50
&\ “accine §0 il $0 §0 0 §0 0 §0 §0 §a $0
&7 Other 50 $0 0 0 0 10 $0 $0 30 30 §0

Total Direct FA| $1,215 $0 $0 $0 $0 $0 $0 40 40 40 $1,215

(7 Indiract 50 50 0 0 0 il $0 1] B 50 50

Total (Financial Assistance) $1,215 $0 $0 $0 $0 $0 $0 10 10 10 $1,215
Direct Assistance

Personnel 0] $0 50 il 50 il 50 §0 §0 §0 0

@7 Cther 50 $0 0 50 50 0 50 40 40 $0 0

Total (Direct Assistance) $0 $0 0 $0 0 $0 0 $0 $0 $0 $0

Grand Total $1,215 10 0 0 0 $0 $0 0 0 0 $1.215

Tip: If you over-allocated the amount of the line item, the system will display this in
the “Unallocated $” fields and provide the “not fully allocated / balanced”
discrepancy.

Total
(Salary + Fringe) | Unallocated $| $ this Funding
$1,215 / ($100) 1315 Delete

| Line Item is over allocated by $100 |
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6. Select the Objective s tab to associate objectives to the line item on the Objectives

tab.

© Note: The total % distributed across one or more objectives must equal 100%.

© Note: Only those objectives that can be funded by the funding source in view will
allow data entry. (See IPOM Chapter 0 — The Basics for more information on
Allowable Expenses with Categorical Funding.)

Add New Line ftem | Show Al | Fiter

20110101
20110102
20110103
20110201
20110202
20110203

Objectives E]

| Search iew all

Total
Type | Name (Job Title) {Salary + Fringe) | Unallocated $ ‘ $ this Funding
¥ & ®  pete Washington (Datz Systems Admin) $1.215 $0 1215 Delete

Those which are not fundable by the funding source in view or are
marked as “Does not Apply” in the Workplan will be disabled.

(See IPOM Chapter 0 — The Basics for more information on Allowable
Expenses with Categorical Funding.)

Hame

Tribes ($0)

Evaluation (50)

My first added ohjective (30) €—0_

Wyritten policies (50)
Conduct site visits (50)

Data collection (50)

All objectives will display, including ones you add to the
Workplan.

317 FA Vaccine funds may not fund any of the Required
Objectives. If you will be purchasing vaccine, create the
appropriate Optional Objective(s) to associate to the
Vaccine line item(s). (See IPOM Chapter 0 — The Basics
for more information on Allowable Expenses with
Cateaorical Fundina.)

7. Enter the line item’s association to the objectives.

For example, Pete Washington will focus on “My first added objective” and “Data
collection” at a 25/75 percent ratio.
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Add Hew Lire ltam | Shew All| Eiter

Total
Type | Name (Job Title) (Salary + Fringa) | Unallocated $ ‘ § this Funding
¥ v ®  setewszsnington ‘Dzt Sy $1 213 $0 1215/ Dielera

Flag clears from tab because line item

[0 [ovjectives is associated to objectives at 100%
 E=E | NEW: Amount budgeted per objective display
D Hame The system will add on additional values for other | total ¢
line items associated to the objective, providing AL
20110701 I¥ibes (501 the total budgeted amount for the objective. 40
20110102 Evaluatior (50) 0o 10 Amount of line
20110103 My first added otjeciive ($30£) $3c4 item budgeted
20110201 ‘Witten oalizizs (50 0o 10 toward the
‘ wlee 60) objective.
20110202 Conduct =itz visils (50) oo i0

20110203 Data collecticn (91°) 750 |4

Tip: To view the total percent of the objective split, scroll to the bottom of the
Objectives tab. There you will see the Objective % total and the Total $ value. If the
total is not 100%, in addition to the red flag on the Objectives tab, you will see an
error message here.
20111505 S5 Evaluation and epidemiologic activities (50) 0.0 0
20111506 S5 Sentinel site calls and meetings (50) 0.0 0
20111507 550 Journal article (50) \ 0.0 0
95% 51,154

Objective splits must sum to 100%
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E. Add New Line Item

© Note: If you choose to use the Indirect Cost Components on the Properties page, the
system will generate your Indirect line items as you add and allocate funds. You also
have the option to manually enter Indirect line items instead of having the system
calculation them. IF so, when you enter your Indirect line item into the budget, enter
the Total Requested amount based on that rate. Grantees should ensure that they
are entering at least as much funding on the Indirect line item as is required by
approved Indirect rate.

1. From the Budget Summary page, select the Funding Source/ Budget Category
where you want to add a line item. For example, you want to add a Personnel line
item into the 317 OPS funding source.

. . (
Budget Category 317 0PS !W—Eﬁ! o g%
Funding
[ﬁ Planning Ceiling $5,000,000 $7,500| %500 [

@ Unallocated Funds §5,000,000 §7 500{%500 [

Financial Assistance /

i Personnel 20 $0
* Fringe 0| %
A

7 Trave 50 §0

The Application > Budget Summary > Line Item Details page for 317
OPS/Personnel displays.

2. Add new allocation by selecting Add New Line Iltem button located at the top of the
list of line items.

The system processes adding a new line item.

Summary Wworkplan Budget Properties

Application Dusini 61 days  Budgst Year; ERFERES|
£ Home > Application > Budget Summary > Ling Itern Details

&0 m:|317 ops =] [Persannel ] Budset Summary | < Previous | Mext (Fh: Travel)s 317 OPS / FA Personnel
IAdd & axisting Personnel ing itern to the 317 OFS budget, type here to search. 7 Tatallonat e, $1,215

317 OPS Target:  $5,000,000

Add New Line ltem | Show Al | Filter Remaining:  §4,998 785

i,

! = - loading data...
Pete Washington (Data Syatem Al

5 ® 1D
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The system displays a new row at the bottom of the list.

Add Mew Ling ltem | Show Al | Filter

Total

Unallocated $ ‘ $ this Funding

Type | Name (Job Title) (Salary + Fringe)

» ¥ ®  pete washingtan (Data Systems Admin) $1.218 $0 $1.215 Delete
¥ 5 ® 1ppo - - 30 0 Delete

. Line Item Totalis —” / i

Details £ E initially $0 $0 of 317 OPS
funds allocated to
this line item
Name: TED User Defined ID:

Budget Justification:

Position/Titl e:lm

r
{{Salary: ID X

{ % FTE: 100 C100) x

Each budget category has its own set of information that must be
provided based on PGO guidelines.

@< { Months: |12— 121 x
Defaults set for % FTE, Months, % Fringe, and $ Fringe. You may
(% Fringe: I35 /100) + averwrite them

{ $ Fringe: Ig—x (% FTE / 100))

- Total Fringe: 0 ¥—__| Entering Fringe: You DO NOT have to enter both the % Fringe and $
Fringe. The % Fringe calculates the Total Fringe from the Personnel
data. The $ Fringe would be added on top of that calculation.

<

“iew Mext Allocation |

Tip: The red flag =l indicates that there is information missing.

3. Enter information in the Details sub-tab for the allocation.

For this example, you have a new Public Health Medical Officer named John Doe.
He is working on activities related to IPOM Chapter 6 (Adolescent Immunization) and
IPOM Chapter 8 (Education, Information, Training, and Partnership).

a. Enter line item details. The system will calculate the line item total.

Each budget category has its own set of information that must be provided based
on PGO guidelines. In this example, Personnel includes Position/Title, Name,
Annual Salary, % FTE, Months, Fringe %, $ Fringe. The Total Fringe and Line
Item Total are calculated.

Tip: % FTE, Months, Fringe % and $ Fringe are defaulted. You may overwrite
the defaults for a line item by selecting the value in the row and entering the new
value.

Tip: Entering Fringe: You DO NOT have to enter both the % Fringe and $ Fringe.
The % Fringe calculates the Total Fringe from the Personnel data. The $ Fringe
would be added on top of that calculation.
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b. Optionally, enter your User Defined ID . This ID is an optional field grantees may
use when cross-referencing individual allocations to budget data outside of

eGrATIS (e.g., your local budgeting system).

c. Enter the Budget Justification for the allocation.

Add New Ling lten | Show All| Filter

Total
Type | Name (Job Title) (Salary + Fringe) | Unallocated $ ‘ $ this Funding
» YV ®  per Washington (Data Systems Admin) 1,215 $0 $1.218 Delete
¥ 5 ®  John Doe (Public Health Medical Officer) $121.500 $121.500 [0 Delete
e - Line Item Total i
\ Flag clears from tab caICllegteo? anou?)dlgted
because info is entered.
Name: I.Jnhn D—ne User Defined ID: IGC-F’HMO

ition/Ti Budget Justification: PpTry— - P —
P"S'""“-‘T'“e:lpublic Health Madical Officer pudg The budget justification for this position is entered here in this area.

({Salary: lm X
{ % FTE: 100 /100 x (4024 charactars remaining) 'l
{ Months: |12_ 12 )

{ % Fringe: |35— 100)) +

{ § Fringe: ID_ * (% FTE / 100))

Total Fringe: 31500

i Mext Allocation |

4. Enter the amount to be allocated from this funding source in the “$ this Funding”
field.

For this example, John Doe is funded by 317 OPS and VFC OPS funds. $80,300
will come from 317 OPS. The remainder, $41,200 will come from VFC OPS.

Since we are viewing the 317 OPS/Personnel view, enter the $80,300.
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. 37 OPS / FA Personnel
Total Allocated: Sum of two line items for 317 OPS/Personnel

\Tntal Allocated:  $81,515

317 OP= Target:  $5,000 000

The Remaining includes ALL Budget Categories. Therefore, if ———————— Remaining:  §4,918 485

$100,000 was allocated to 317 OPS/Travel, this amount would
show as $4,818,485.

Remaining Amount of 317 OPS available

Total
(Salary + Fringe) | Unallocated $ | $ this Funding
£1,214 £0 1,218 Delete
$121,500 41,200 go300 Delete
Unallocated adjusts by amount allocated. Enter the amount of 317
There is $41,200 still unallocated. OPS funds to allocate.

5. Choose the Objectives tab. Enter information in the Objectives sub-tab.

For this example, John Doe is working on IPOM Chapter 6 (Adolescent
Immunization) and IPOM Chapter 8 (Education, Information, Training, and
Partnership).

© Note: The system shows all objectives in the workplan. Only those that may used
the funding source you are in will be enabled for a % distribution amount value. If

the objective is grayed out, you cannot used the particular funding source to fund
that objective.

© Note: Also, if you create associations to the Objectives and more Workplan
Objectives are added or removed later, you may have to adjust the associations per
allocation.

To enter Objective % values, you have the following three options:

Option 1: Manually enter values under the Objective % column to the right of the
Objective.

20110601 Increase teen coverage rates (58,0300 \ I $5.030

100 [
20110602 Juvenile facilities and social service agencies ($32,120) W $32,120
20110801 Staff orientation (§24 090) [300 53 $24.000
20110302 Clinical staff view Epi Course (316,060) Iﬁ - $16,060
20110803 NCMVIA (50) [oo 50
OR
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Option 2 : Select a Split Set by utilizing the “Splits” menu.

To utilize the menu, move your mouse cursor over the “Splits” label (see area
circled in red, below).

A drop-down menu will appear, showing a list of all previously saved splits
available for this allocation.

You may use the “Save As” to save the split you have entered. Or choose to
select the name of and existing split you wish to apply to the allocation by clicking
on it. The name of the split should now fill in above your % column, and the
values for the saved split should populate your % fields.

v/ ® JohnDos [Public Health Medical Officer) $121,500 $41,200 gojon Delete

Objectives

| Search | igw all

1] Name Objective % Total §
Curtent Split: PHMO Split 3Pl
20110101 Tribes (50) [bo $E Save e _Nanage Soiie
FHMO Split
20110102 Evaluation (50 Ly

If any of the objectives used by an existing split are
disabled for the funding source in view, the split
name will be grayed-out. It cannot be applied.

ELTRT P basa o

OR

Option 3 : Create a Split Set by utilizing the “Splits” menu. Click on Manage Splits .

v v ® ohnDos (Public Health Medical Officer) $121,500 $41.200 0500 Delete

Objectives

[ Search | Wigw all

1] Name Objective % Total §
Current Split: PHMO Split 3PS

20110101 Tribes (50) [0 50 —Sa“e“w
PHMO Split
20110102 Evaluation (0] no 50 Ly
o -

e E A [T I T R I SRR Y Y

The menu below will appear.

Manage Splits: Create
bj

e Create new split
« Edit/Delete existing split: | Choose Split... ~

1D Name Objective

See Appendix A for guidance on Managing Split Sets.
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& Notes:

» Split Sets are shared by all authorized users managing your Grantee budget
within eGrATIS.

» If you change a % value after a Split Set has been applied to an allocation, an
asterisk will display next to the Split Set name. The Split Set is no longer
applied to that allocation. You may choose to save the new value set to this
or a new Split Set.

» If no valid saved split sets exist, you may create them.

» For more information on the “Distribute Evenly” split set, see section

F. Copy Line Item to another Funding Source

You may copy an existing line item into the budget using functionality to search and copy
in line items. You can search and copy in a line item from all budget categories except
DA Personnel.

This is limited to a one-time copy into each funding source. For example, you copy Jane
Smith (Admin Assistant) into VFC OPS Personnel. You cannot copy Jane Smith (Admin
Assistant) into VFC OPS Personnel again. She already exists. You can copy Jane
Smith into Personnel for other funding sources.

For our example, John Doe is a new Public Health Medical Officer working on activities
related to IPOM Chapter 6 (Adolescent Immunization) and IPOM Chapter 8 (Education,
Information, Training, and Partnership). He is funded by 317 OPS and VFC OPS funds,
which support certain Chapter 6 and Chapter 8 activities. (See IPOM Chapter 0 — The
Basics for more information on Allowable Expenses with Categorical Funding.)

John Doe was added as a new line item (see Section E above) in 317 OPS/Personnel.
We will now copy him into the VFC OPS/Personnel line item list.

1. First go to the budget category and funding source line listing page for VFC
OPS/Personnel.

You may do this from the Budget Summary page or if you are already looking at line
items, change to the appropriate Funding Source and Budget Category using the top
left drop downs.

2. Begin to type the name or title of the personnel line item. For our example, enter
HJOhnH

The system provides a list of possible matches.
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Iela] TD:lVFC OPs ﬂ |F'ersonnel j Budget Summa | < Previo

Mohn 3

John Dos (Public Health Medical ©

3. Select the match.

Type | Name (Job Title)

The system loads the line item into the listing.

[EGrATIS)

Summary Workplan Budget Properties

B oue in: 51 days Budget Year: m‘

© Home > Application > Budget Summary > Line Item Details

50 m:|\.'Fc ops =l IPerSnnnel 7| Budset Summary | < Previous | Mest (FA: Travel)s VFC OPS / FA Personnel
IAdd an existing Persannel line item ta the VFG OPS budget, typne here to search. 2 Vel Al $0
WFC OPS Target: $500,000
Add New Line lterm |_5h0W All| Eilter Remaining:  $500,000
‘ ‘ Type ‘ Hame (Job Title) Total(Salary + Fringe) ‘ Unallocated $ ‘ $ this Funding ‘
¥ 5 ®  John Doe (Public Health Medical Officer) $121,500 $41,200 | T i Celete
Line Item Total is $0 of VFC OPS
displayed funds allocated to
Name: John Do User Defined ID: Mot specified this line item
Position/Title: Public Health Medical Officer !3u(lget Justification: The budget justification for this position is entered here in this area.
{{Salary: 90000 x
(% FTE: 100 /100) x
Calculation { Months: 12 M2 % < Details tab information for the line
item is brought in as read-only.
{ % Fringe: 35 /100)) +
{ $ Fringe: 1] ® (% FTE / 100))
Total Fringe: 31500 Because the line item is now in more than on funding source, you must

select the “Edit line item details link” to edit the Details tab.
Edit line item detajls €——]

Editing this tab changes the information for the line item in all funding
sources.

“iewy Mext Allocation |

To complete the line item:
4. Indicate the VFC OPS amount to be allocated to the line item.

For this example, the remainder of the line item (i.e., Unallocated $) will be funded by
VFC OPS.
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Total Allocated: Sum of two line items for VFC OPS/Personnel

Remaining Amount of VFC OPS available

VFC OPS / FA Personnel
Total Allocated:  $41,200

The Remaining includes ALL Budget Categories. Therefore, if $100,000 was VFC OPS Target: $500 000

allocated to VFC OPS/Travel, this amount would show as $358,800.

—»  Remaining: $458 800

Total{Salary + Fringe) | Unallocated $ \ $ this Funding |

$121,500 $0 41200 Delete
Unallocated adjusts by amount allocated. Enter the amount of VFC
Green will display after initial full allocation. OPS funds to allocate.

User Defined 1D:

5. Select the Objectives tab.

Add Mew Line ltem |—5hUW All| Eilter

Type

Name (Job Title)

Mot specified

Total
(Salary + Fringe)

Unallocated $ ‘ $ this Funding

4 ©

John Doe (Public Health Medical Officer)

I Search | g all

1]

20110101
20110102
20110103
20110201
20110202
20110203
20110204
20110206
20110206
20110301
20110302
20110303
20110304
20110308
20110306
20110307

Name

Tribes ($0)

Evaluation ($0)

My first added objective ($304)
Written policies ($0)

Conduct site visits (50)

Data collection (5911)

“FC-eligible population (50)
Storage and handling (50)
Federal excise tax (50)

Percent of children in 13 {$0)

Percentage of adolescents in 1S (50)

Provider participation ($0)
Ewvaluate provider participation (50)

Agsess coverage ($0)

Mational data queries (50) <€—

Functional standards {$0)

$121,500 $0 41200/ Delete

All objectives will display, including ones you add to the
Workplan.

317 FA Vaccine funds may not fund any of the Required
Objectives. If you will be purchasing vaccine, create the
appropriate Optional Objective(s) to associate to the
Vaccine line item(s). (See IPOM Chapter 0 — The Basics
for more information on Allowable Expenses with
Categorical Funding.)

U )
EE 50
o 50
[ 50
o 50
0o 50
0o 50
0.0 50

Those which are not fundable by the funding source in view or are
marked as “Does not Apply” in the Workplan will be disabled.

(See IPOM Chapter 0 — The Basics for more information on
Allowable Expenses with Categorical Funding.)

6. Associate objectives to the line item on the Objectives tab.
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To enter Objective % values, you may do one the fol  lowing three options:

Option 1: Manually enter values under the Objective % column to the right of the

Objective. \
20110607 Increase teen coverage rates ($40,990) 800 b %32960
20110602 Juvenile facilities and social service agencies ($32,120) 0.0 $0
20110801 Staff arientation {524 ,090) 0o 50
OR

Option 2 : Select a Split Set by utilizing the “Splits” menu.
To utilize the menu, move your mouse cursor over the “Splits” label.

A drop-down menu will appear, showing a list of all previously saved splits
available for this allocation.

You may use the “Save As” to save the split you have entered in Option 1 or
choose to select the name of and existing split you wish to apply to the allocation
by clicking on it. The name of the split will fill in above the % column, and the
values for the saved split will populate the % fields.

Add New Line tem | Show All | Filter

Total
Type | Name (Job Title) (Salary + Fringe) | Unallocated $ ‘ $ this Funding
¥ v ®  John Doe (Public Health Medical Officer) $121,500 0 Delete

Ohbjectives

If any of the objectives used by an existing split are
disabled for the funding source in view, the split
name will be grayed-out. It cannot be applied.

| Search iw all

(1] Name Objective % Total %
Splvits

A 4
20110101 Tribes (50) [oo 50 e fis Manage Solits
20110102 Evaluation ($0) IEI.D 50

OR
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Option 3 : Create a Split Set by utilizing the “Splits” menu. Click on Manage Splits .

v v ® ohnDos (Public Health Medical Officer) $121,500 $41.200 0500 Delete

Objectives

[ Search | Wigw all

1] Name Objective % Total §
Current Split: PHMO Split 3PS

Save As Manage Splits
§ FHMO Zplit
20110102 Evaluation (50) 50 [}5

20110101 Tribes (50) $0

=
o

1#

e E A [T I T R I SRR Y Y L)

The menu below will appear.
Manage Splits: Create
bj

e Create new split
« Edit/Delete existing split: | Choose Split... ~

1D Name Objective

See Appendix A for guidance on Managing Split Sets.

& Notes:

» Split Sets are shared by all authorized users managing your Grantee budget
within eGrATIS.

* If you change a % value after a Split Set has been applied to an allocation, an
asterisk will display next to the Split Set name. The Split Set is no longer
applied to that allocation. You may choose to save the new value set to this
or a new Split Set.

* If no valid saved split sets exist, you may create them.

» For more information on the “Distribute Evenly” split set, see section

G. Edit Line Item and Allocation Details

A line item may be allocated to multiple funding sources. There is certain information
that is at the line item level versus the allocation level.

Line Item Level Data:

Line item information includes the information on the Line Item Details tab. This
information is the same for each line item shown in each funding source to which it is
allocated.
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Allocation Level Data:

The allocation for the line item is the amount allocated and how that amount is
associated or budgeted to the Workplan Objectives. These may be different for each
line item shown in each funding source to which it is allocated.

Because the line item information is the same across each funding source to which it is
allocated, if you change the information in one funding source it will change it in all
others. However, changes to the amount allocated and the association to the Workplan
Objectives does not affect the amount allocated or workplan associations for this line
item in other funding sources.

Edit Line Item Details (Line Item Funded by ONE Fun ding Source)

1.

2.

Select an existing line item.

Select the value on the Details tab to be changed. (Details tab is editable.)

3. Edit the data.

Edit Line Item Details (Line Item Funded by MULTIPL  E Funding Source)

1.

2.

Select an existing line item.

If the line item is allocated to more than one funding source, you will see a link “Edit
this Line Item”. If so, click the link.

Total
Type | Name (Job Title) {Salary + Fringe) | Unallocated $ | $ this Funding
v ® JohnDoe (Public Heslth Medical Officer) $121,500 %0 Iw Delete
[Detaits | [
Name: John Doe User Defined ID: GC-PHMO

Position/Title:Public Health Medical Oficer ?lltlgetJnsnﬂcmmn:The budget justification for this position is entered here in this area.

((Salary: 0000 %
( % FTE: 100 /100) %
{ Months: 12 12 ) %
{ % Fringe: 35 £100)) +
{ $ Fringe: 0 x {" FTE /1 i ) L. ]
Because the line item is in more than on funding source, you must select
Total Fringe: 31500 the “Edit line item details link” to edit the Details tab.

Edit line item details €——  Editing this tab changes the information for the line item in all funding
sources.

siEwy et Allocation |

Select the “Edit this Line Item” link.
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The system requests confirmation since this will affect this line item in other funding
sources.

Confirm Edit X

Your edits will update this line iter's information across all funding sources to
which it is allocated. If financial data is changed you may need to adjust the
armounts allocated.

Cancel

4. Select OK to the message.

Add New Line Item |_Show All | Filter

$121,500 $0 41200 Delete

v ®  JohnDoe (Public Health Medical Officer)

Details Objectives Change Log

Name: John Doe User Defined 10: GC-PHMO

Position/Title:Public Health Medical Officer Budget Justification: The budget justification far this position iz entered here in this area.

({Salary: 90000 %

{ % FTE: 100 7100} %

{ Months: 12 J12 ) %

{ % Fringe: 35 /100)) +

{ § Fringe: 0 ® {% FTE / 100})

Total Fringe: 31500

iew [ext Allocation |

5. Click on the value on the Details tab to be changed.

For this example, | need to adjust the Salary from $90,000 to $95,000.
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Add Mew Ling ltem | Show Al | Fitter

Total
Type | Name (Job Title) (Salary + Fringe) | Unallocated $ ‘ $§ this Funding
¥ v ®  Jonn Doe (Public Health Medical Officer) $128,250 $8.750 41200 Delete
Details
User Defined 1D: GC-PHMO

Name: John Doe

Position/Title: Eublic Health Medical Officer Budget Justification: The budge{ justification for this position is entered hera in this area.

{{Salary: IQSDDD X

{ % FTE: 100 F100) x
{ Months: 12 ! IQX\
{ % Fringe: /100)) +
L £ Salary changed from $90,000 to $95,000. &
{ ¥ Fringe: i] x (% FTE / 100))

The following calculations adjust:
Total Fringe: 33250 / - Total Fringe

Total for Line Item
. . / - Unallocated $
ey Mext Allocation |

Edit Allocation Details: Amount

There may be several reasons to change allocation details. Perhaps changing the line
item details changed the line items total amount. Or you may just want to adjust the
amount allocated from the funding sources.

There are two ways to update allocated amounts.

1. Go to the specific line item in the budget category/funding source and change the “$
this Funding” value directly.

OR

2. Use the line item Funding Breakout . You will only see the breakout if the line item
is funded by more than one funding source.

For this example, | will increase the 317 OPS amount by the Unallocated amount of
$6,750.

a. Place you cursor over the white space of the line item description. For

Personnel, this is the “Name (Job Title)” column. You will see an icon of a piece
of paper.
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Add Mew Line ltem | Show Al | Eilter | Fundina Breakout Icon |

Total
{Salary + Fringe)

Type | Name (Job Title)

X
v v ®  Jonn Doe (Public Health Medical Officer) % $128,2580

b. Select the Funding Breakout icon on the line item. The system displays the
Funding Breakout.

| You are lookina at VFC OPS/Personnel line items |

mm:|\.ch ops v IPErsnnnEl =] Budzet Summary | < Previous | Next (FA: Travelis Total Allocated: $41,200
Target: §500,000

Remaining: $4458,800

|Add an existing Personnel line itern to the VFT OFS budget, type hete to search. 4

Add New Line ftem | Show Al | Filter

Select the Fundina Breakout Icon Total
Type | Name (Job Title) Ny | [Salary + Fringe) | Unallocated $ | $ this Funding
%
» v @  JonnDoe (Public Health Medical Officer) [% $128,250 $8,750 $41,200 Delete
Funding Source $ Amount
T OPS $80,300
WFC ORS $41,200

c. Place your cursor over the amount you want to change.

© Note: For the funding source in view, you must edit that allocated amount using
the “$ this Funding” field. The Funding Breakout is used to edit amounts
allocated for other funding sources. Therefore, since we are looking at the VFC
OPS/Personnel, the Funding Breakout can be used to edit the 317 OPS value.

Total
(Salary + Fringe) | Unallocated $ | $ this Funding

$128,2480 36,750 $41,200

Select the Pencil Icon to edit 317 OPS amount |

Funding Source \ $ Amount

317 OPS ™ . §B0300
VFC OPS §41.200

d. Click the Pencil icon . The $ Amount becomes editable in the Funding Breakout.
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Total
(Salary + Fringe) | Unallocated $ | $ this Funding
128,250 $6,750 $41,200
i | Change 317 OPS amount here \
Funding Source $ Amount
317 OPS o &0300
wFC OPS $41,200

e. Change the $ Amount .

For this example, | will increase the 317 OPS amount by the Unallocated amount

of $6,750.
Total
(Salary + Fringe) | Unallocated $ | $ this Funding
F128,250 F6,750 £41,200
Funiding Source Amount changed }\’iﬂmwum
37 OPS s ETORD
YwFC OPS $41,200

The system will adjust “Unallocated $” amount and the “$ this Funding” in the 317
OPS/Personnel.

Total
{Salary + Fringe)

Unallocated $ ‘ $ this Funding

$125.250 / $0 F41.,200

) | Change saves; Unallocated $ adjusts |
Funding Source $ Amount

317 OPS \> ¢ 87050

YFiZ OPS 541,200
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© Note: In this example, there are only two funding sources. If there were more, you
could change other amounts too.

Switch to Line Item in Other Funding Source:

Switch to the same line item in another funding source by selecting the Funding Source
link in the Funding Breakout.

Total
(Salary + Fringe) | Unallocated $ | $ this Funding
$128,250 $0 $41,200
Funding Source % Amount
T OPS 4—‘ Select the active funding source link. 5 E7050
WFC OPS $41,200

The line item for John Doe will open in the 317 OPS/Personnel view.

Add New Line ltem | Shaw Al | Filter

Total
Type | Name (Job Title) (Salary + Fringe) | Unallocated $ ‘ $ this Funding
PV ® pee Washington (Data Systems Admin) $1.215 $0 $1,219 Delete
¥ v ®  JonnDoe (Public Health Medical Officer) $128.280 $0 Delete
Details
Name: John Doe User Defined ID: GO-PHMO

PositionTitle: Public Health Medical Officer ﬁlulget Justification: The budget justification for this position is entered here in this area.

((Salary: 95000  x

{ % FTE: 100 {100} x

{ Months: 12 12y x

[ % Fringe: 35 {1000 +

( § Fringe: 0 * (% FTE / 100)}

Total Fringe: 33280

Edit line item details
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Edit Allocation Details: Workplan Objective Associa tions

1. On the line item, select the Objectives tab and make edits.

H. Delete Line Item

If a line item is allocated to more than one funding source, you must delete EACH
allocation from each funding source.

1. To delete an allocation, select the Delete link for that allocation.

Add New Line ltem | Show Al | Filter

Total
Type | Name (Job Title) (Salary + Fringe)

» v ®  onn Doe (Public Health Medical Officer) $128,250 #6750 $41,200| Delete

Unallocated § | § this Funding

2. The system will prompt you to confirm deletion of the selected row.

. Health Medical Officer) $128,250 $6.,7

Are you sure you want to delete this line itermn?

Cancel Ok

3. Confirm deletion by selecting OK to the prompt.

© Note: IMPORTANT - The system removes the line item in this funding source, not
in other funding sources.

4. |If the line item was allocated to another funding source, go to that funding source
(e.g., change the funding source dropdown)

5. Repeat steps 1 — 4 until all allocations for the line item are deleted.
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X. Complete Data Collection Tool Forms

Data Collection Tool forms are new to eGrATIS this year. These are survey forms that
will ask you to select an answer and/or enter information. All questions must be
answered to be considered completed. The four forms are:

- lIS Business Plan

- VFC and AFIX Site Visit Tables (Not applicable if you do not receive these funds)

Progress of 100% means all questions are answered.

Data Collection Tools This percentage dynamically calculates.
/
Data Collection Tool Progress /
VEC/AFIX Site Visit Table for Gotham City | 0% | ¥

IS Business Plan Data Entry for Gotham City 0% |

1. From the Application > Summary page, determine which form you want to
open.

2. Select the link for the form you wish to answer. (e.g., IS Business Plan)

If the form has more than one logical grouping, you will be taken to a list of
categories on the summary page. If not, you will be taken directly to the
guestions and may skip to step 4.

3. Select the category link you wish to answer. (You may answer them out of order
or start with the first one and move through each category.)

4. Respond to each question by selecting and answer or entering text. You may
copy and paste text into the comment boxes.

Tip: If copy/pasting text into the fields, note that line breaks and simple
bullets (i.e., dashes and dots) will be preserved. Bold, italics, underlines, etc.
will not be preserved.

5. Choose a Save option at the bottom of the screen to save your answers. If you
leave the page without saving, your data will be lo  st.

» “Save & Previous” saves your answers and goes to the previous category

+ “Save & Next” saves your answers and goes to the next category.

+ “Save & Exit” saves your answers and returns you to the list of Categories
for the form. The progress bar displays the percentage of questions which
contain answers. The progress bar for all categories of the form must be at
100% in order to be considered complete.

Tip: “Cancel & Exit” will take you out of the questions to the list of categories.
The information you had entered on that page will not be saved.

Page 92 of 112



XI.

Application 2012 User Guide for eGrATIS

6GrATIS

electronic Grants Application Tracking Information System

Print/Save Application Reports

The following application standard reports are provided:

Budget Justification Report : A list of all line items grouped by budget
category. Each line item shows its budget justification, financial make-up
(e.g., 10 units at $25 each), total amount requested and the breakout across
the funding sources. A budget summary table broken out by funding source
and object class is included.

Workplan Detail Report : A list of all Workplan Objectives. Project
Narrative . For each Objective, indicates the budgeted amount, funding
breakout, related activities, performance measure and which IPOM chapter
the Objective supports. Includes all objectives, including those marked “does
not apply”.

Programmatic Budget Report : Displays a budget table of Financial
Assistance funds broken down by budget category (a.k.a., object class)
across the IPOM Components (a.k.a., Chapters). Subtotals and grand totals
are provided.

Budget Summary : Displays the budget by budget category (a.k.a., object
class) and funding source. Subtotals and grand totals are provided.

Funding Source Component : Displays the total amount budgeted per IPOM
Component (a.k.a., Chapter) with breakout across funding sources.

Program Operations Line Listing : Displays all line items (vertically) with
breakout across the funding sources (horizontal). Line items are sorted by
budget category.

Workplan Data : Displays a list of objectives in your workplan. Additionally
displays activities per each of your workplan objectives. Does not include
any objectives marked as “does not apply”.

SF424A: Section A and B are populated with budget data entered into
eGrATIS. It provides the breakout by Grant funding sources as well as the
Total of all grant funding sources.

IS Registry Business Plan : Includes the following three sections of
information: IS Business Plan data collection tool responses, Workplan
objectives related to IIS, and the 1IS portions of Budget line items. It provides
a holistic view of the IIS Business Plan for the application.
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1. Locate the Reports section on the Application > Summary page.

Feports

Budget Justification | | | & PoE
Wintkplan Details | | | & PoE
Prograrmatic Budget Wiew Report | | Excel | |#] word |

Budget Summary Wiew Report | x| Excel | J Ward |

Funding Source ' =

Component Wiew Repaort | x| Excel ‘ |»#] waord ‘

Frogram Operations . =

oy Line ltem View Repart | x| Excel ‘ |»#] waord ‘

Wiorkplan Data | | Excel | |

SF424a | | | &) POE

2. Click link to open the report in the specified format.
- View Report — Opens in another browser window.

- Excel — Opens in Excel application.
- Word - Opens in Word application.
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XIl.  Upload/Attach Document(s)

You may attach required and supporting documents from the Attachments section. The
system allows you to attach more than one document per attachment type.

If you are a grantee with federally and/or state recognized tribes, eGrATIS will require
attachment of Chapter 1, Tribes which corresponds to required objective for Tribes.

Attachments

Attachments can be uploaded after the workplan and budget are complete. If there are
required attachments, those must be attached in order to submit.

Required
There are no required files attached.
Tvpe Hame/Description

] Chapter 1, Tribes

If you are a grantee that does NOT have any federally and/or state recognized tribes,
eGrATIS does not require any attachments.

Attachments

Attachments can be uploaded after the workplan and budget are complete. If
there are required attachments, those must be attached in order to submit.

© Note: The workplan and budget must be completed prior to attaching documents. If
they are not complete you will see:

1. Locate the Attachments section on the Application Summary page.

Once the workplan and budget are complete, you will see a link:

Add MNew Attachment

2. Select the Add New Attachment link to attach files.

The system displays the fields required to upload a new file.
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Attachments

Add Mew Attachment

) Required (and optional) attachments are listed below. Supported file types for
attachments are: (xls, doc, pdf, ppt, mdb, mpp, ved, td, jpg and zip).

*Choose a file:

| [ Browse.._|
“Display Mame:
"Select Type:| Workplan Supporting Doc V|
Description:
(1000

characters remaining)

|  Upload File | Reset

3. Choose a file to upload by either using the Browse functionality or typing in the
complete file path.

A Important: The follow file types are supported: .doc, .pdf, .mpp, .vsd, .xls, .ppt,
Axt, .mdb, .zip. eGrATIS does not support upload of Microsoft Office 2007
documents. Please save the document to earlier version (e.g., Microsoft Office
2003).

4. Enter a descriptive and clear display name for the file. This does not have to be the
document name, but can be a name that is somewhat descriptive of the file content.

5. Select the appropriate attachment type .
o Defaults to required attachment “Chapter 1, Tribes”

6. Enter a description for the attachment.
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7. Click on the “Upload File” button to attach the document.

When a file is attached, the system will indicate who attached the file, the description
and date/time stamp.

It will also provide the ability to delete the file.
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X, Submit Application (Image)

The following must be completed before submitting:
- Workplan with no discrepancies
0o A green checkmark will show in the Workplan section on the
Summary page.
- Budget with no discrepancies
0 A green checkmark will show in the Budget section on the Summary
page.
- All Required attachments are uploaded
- All Data Collection Tools are completed (100% Progress)

Once all of this is complete, the submit button will be enabled.

| Green check marks and no discrepancies-

on the Grant formula calculation.

Workplan Budget \
Thig is a summary of your current ¥Wark Plan, This is a summary of your current Budget Request. The Total Funding amount is pre-populal E

Work Plan Overview Budget Overview
Status Count Source Funding Allocated Unallocated N
M¥orking o 317 OPS $3212 402 %3.212‘402 30
Appioved i 317 FA Vaccine 3819 $3.819 50
|VFC OPS $561 531 $561 531 $0
[VFC Ordering $208,106 $208,106 80|
[VFC AFIX $970 610 $970,610 80
[Pan Flu $458 247 458 247 $0
IS Sentinel Sites $219.330 $219,330 80
* The Work Plan Overview box indicates the status of your wotk on your objectives. "_I":-G B.ﬂn:i'avﬂviev; box displays the overall status of funds as you develop your budget.
View Discrepancies View Discrepancies
The Discrepancies bex includes a working list of ebjectives that have not been approved of contain enors. Click on fems in Discrepancies matked 'E| t2 information.]
the list to go to them in wour Wadk Plan

Required document attached-

Reports Attachments
BudgetJustification ] ! | & eoE
Wworkplan Details \ | | @ eor Required
T NameDescription
Programmatic Budget View Report \ (%] Excel ] [ word | Lo 4
+# Chapter1, Tribes + Tribes - Word doc. Uploaded on 6/3/2010 2:27:17 PM by
Budget Summary ‘iew Report ‘ ] Excel I L‘B Word | SuperUser Test
Funding Source Component View Report ‘ [X] Excel | @ Waorn |
Program Operations by Line ltem View Report \ ] Excel | ) word |
Workplan Dat | 9 eea | | Opuonal
Orkplan Data J e Type NameDescription

SFalda ‘ | | ED eoe « Waorkplan S Doc e Workplan Info - POF Uploaded on 6/3/2010 2:27:46 PM by

SuperUser Test
Data Collection Tools + Budget Supporting Doc + Budgetinfo- XLS Uploaded on 6/3/2010 2:28:18 PM by

SuperUser Test
Tool Progress
I iness Plan for i 100%

<& 1 0/~
| | [Srozarocsse vio vae o bionie == < All Data Collection Tools at 100%:
Finalize (Submit Application)
| < Submit button enabled-

© Note: Only users with Super User role will see the submit button.
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Important: Before selecting the submit button verify all information is correct. Once the
Application is submitted, you cannot un-submit it.

1. Select the Submit button

Microsoft Internet Explorer

\:;:/ You are about to submit your application. Once you have submitted, you will not be able to modify the submitted information.

[ ok |[ Cancel ]

2. Select OK to the confirmation. (You cannot un-submit .) The Submit button is
replaced with additional information.

Finalize (Submit Application)
The application has been completed without discrepancies. You MUST
now complete official submission to PGO in Grants.gov

You MUST now complete the official submission to PGO in Grants.gov.

For Grants.gov, you will use:

- The Workplan Detail, Budget Justification and Budget Summary reports
generated from the Reports section of the eGrATIS Application Summary
page. To ensure the data in these reports are final, generate and save these
reports after selecting the submit button of Application in eGrATIS.
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XIV. Assistance

A. Programmatic Assistance

Programmatic and eGrATIS system related questions should be directed to your Project
Officer.

You may also submit questions/issues by email to egratissupport@cdc.gov. When
writing to this general mailbox, also cc your Project Officer.

B. SDN Assistance

SDN Helpdesk points of contact may be reached at 1-800-532-9929, option 1.

Send emails to: phintech@cdc.gov.
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Appendix A: Managing Objective Split Sets (for Budg et
Allocations)

What are Split Sets?

When a budget allocation is created, you are required to designate the % of dollars in
the allocation that will be spent per Objective(s). For example, the allocation might
request $500. There are 25 Objectives. The amount may be split across the Objectives
in various ways. For example, 20% allocated to 5 Objectives; 100% of the requested
funds to be spent on one Objective.

Split Sets refers to the ability to save and re-use sets of allocation % splits across
Objective(s).

© Note: Split Sets are shared by all authorized users managing your Grantee budget
within eGrATIS.

A. Load a Saved Split Set

1. From the Objectives tab of a budget allocation, access the “Splits” menu. To utilize
the menu, move your mouse cursor over the “Splits” label.

¥ £ (®  |AgencyLeadership Tea Mark Gibbs 70971 16 12 30.60 0 $3,475 $11,355 Delete
Objectives
H Search ] View all
D Name Objective Thtal §
Cumrent Split{ 100 5Pl ssvess lansqe Soiits
+ 20100002 Program Evaluation (1.1 Only) g0 | Dminum Evenly
= 20100003 Program Evaluation (1.2 Only) 50
= 20100004 Waccine Accountability and Management (2.1, 2.2, 2.3, 2.4, 2.5, 2.6) $14.830
= 20100005 IS (31,3233, 34, 35) 50
= 20100006 Quality Assurance (4.1, 4.2, 4.3) 50
* 20100007 PHEP (5.1,5.2,6.3.6.4, 6.5, 5.6) 50
= 20100008 Adolescent (6.1, 6.2, 6.3, 6.4) 50
= 20100009 Adult (7.1 Only) 50
= 20100010 Adult (7.3, 7.4) 50
20100011 IS - Increase Adult Immunization (3.2, 7.2) 50
w 20100012 Education, Information, Training and Partnership (8.1, 8.2, 8 3) 50
= 20100013 EPl and Sunveillance (3.1, 9.2, 9.3, 9.4, 9.5) 50
= 20100014 Population Assessment (10.1, 10.2, 10.3) 50
= 20100015 WIC (11) 50
T £ Trieter citas # 1nnos

A drop-down menu will appear, showing a list of all previously saved splits available for
this allocation.
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B. Create a Saved Split Set from an Allocation

1. Manually enter desired Objective % values across Objectives (in the input fields to
the right of each objective in the “Objective %" column.

Fill in with Objective % values summing to 100% and ready to save.
From the Objectives tab, select “Splits.” A drop-down menu will appear. At the top right

of the menu is the link “Save As”. Select “Save As” from the menu. The “Save As” menu
will appear, with a text field for the split name.

T
-~
(1] P e % Total §
D Name Objective % Splits  Saweac Manage Splis
-~
@ 20100001 | 20100003 Yaccine Acont and Mamt (2.1,2.2,23,2.4, 2.5, 26) ] g | B Gy
Split 1
20100002 | 20100004 I5(3.1,32,33,34,35 ] 30
20100003 | 20100002 Cluality Assurance (4.1, 4.2, 4.3) ] 0
20100004 | 20100006 PHBF {5.1,5.2,5.3,5.4,55,56) 1 $0
20100005 | 20100007 Adolescent (B.1,6.2,6.3,8.4) 1 $0
20100006 20100008 Adult (7.1 Only) 30.0 1 $0
20100007 | 20100009 Adult (7.3, 7.4) ! 30
20100008 | 20100010 115 - Increase Adult Immonization (3.2, 7.2) 40.0 ! 50
& 20100009 50100071 8Eadjuczatmn, Inforration, Training and Partnership (8.1, 8.2, 300 1 50
20100010 1 30
20100012 EFI and Surveillance (9.1,5.2, 9.3, 9.4, 9.5)
& 20100011 1 30
20100013 Population Assessment (1001, 10.2,10.3)
20100012 1 $0
20100014 WiIC [11) 3
20100013 1 $0
20100014 100% ) $0
0.0 $10000
Save split as name: |Shlit 2 ust sum to 100%

2. Type the desired name for the saved split set in the text field. The name must be
unique.

3. Click on the “Save” button. The split set is saved and added to the list of split sets
available to all authorized users managing your budget within eGrATIS (not to all
eGrATIS users).

© Note: If the set name you typed in is already used within your budget, the system
will prompt you to either:

a. cancel and type in a unique name, or to

b. overwrite the existing split set of the same name with the new values you have
entered.
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C. Create Split Sets using Manage Splits

1. From the Objectives tab of a budget allocation, access the “Splits” menu. To utilize
the menu, move your mouse cursor over the “Splits” label. A drop-down menu will
appear with a “Manage Splits” link on the top right.

5’5’ 5’5’ Objectives 59
(1] Name Objective % _— I
- ave Az (Manage Splits
20030001 vaccine shortages in small - medium clinics (| o e
Labw ark.One
20090002 findings 0 | Coworkres

20050003 studies Immunization Researd h
MabiléVaccine
ErnergencyCare

sured

0%
Objective splits must sum to 100% | “n

2. Select the Manage Splits link. The pop-up window of the “Manage Splits” menu will
appear:

Manage Splits

* Create new split

s Edit/Delete existing split: | Choose Split. .. e

3. Select the “Create new split” link. The initial bulleted menu choices will remain at the
top of the window, and a list of all objectives with their % value fields will appear
beneath the menu. Depending on the number of objectives, the list will either be
short with all objectives immediately visible, or longer with the ability to scroll through
all objectives. Below is an example of an objectives list that requires scrolling
(scrollbar is circled in red).
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Manage Splits: Create

®* Create new split

s Edit/Delete existing split: | Choose Split. .. i

ID Name Objective ° .;.J/\
20020001 vaccine shortages in small - medium clinics a )j“
20050002 findings a l{ \
20050003 studies a ;
20050004 research 0 I
20090005 education 0
20090006 ywaccines for uninsured families 0
20090007 objective seven 0
20090005 objective eight 0
20030003 objective nine a |
20090010 obje ctive ten 0|
20090011 objective eleven a \I |

|

20090012 objective twely e o \'I r
Objective splits must sum to 100%

Save split as name:

Save

4. Enter the appropriate Objective % values per Objective. The sum should equal
100%.

© Note: While it is possible to save a split set that does not sum to 100%, it will cause
discrepancy errors for any allocation the split set is applied to until it is edited to sum
to 100%, so to avoid confusion it is recommended that split sets sum to 100% prior
to saving.
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5. Enter a Split Set name in the text field below the objectives listing (see below, circled
in red).

Manage Splits: Create

®* Create new split

s Edit/Delete existing split: | Choose Split. .. i
1] Name Objective %
20090001 vaccine shortages in small - medium clinics il
20050002 findings 40
20050003 studies a
20030004 research 0
20090005 education 0
20090006 vaccines for uninsured families 0
20090007 objective seven 0
20090005 objective eight 0
20030003 objective nine a
20020010 objective ten a
20090011 objective eleven 0
20090012 objective twely e o r
- - 100 %
Qave split as name: | Irmmmunization Research
—
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6. Select Save. Upon a successful save, the list of objectives will disappear and you will
see the initial “Manage Splits” menu with a confirmation message:

Manage Splits

Your split, "Immunization Research,” has been successfully created!

* Create new split

s Edit/Delete existing split: | Choose Split. .. i

You may go through the process again to create more split sets or make a new
selection from the menu. When you are finished, select the X at the top right to close
the Manage Splits window.

D. Edit Split Sets using Manage Splits

1. From the Obijectives tab, access the “Splits” menu. To utilize the menu, move your
mouse cursor over the “Splits” label. A drop-down menu will appear with a “Manage
Splits” link on the top right.

o o Objectives =

— —
20090001 vaccing shortages in small - medium clinics 0 PG EEry
Labw ark.One
20090002 findings 0 |} LabworkTwo
TEIITE —— g || tmmunizstion Researd h

Mo bil v accine
ErnergencyCare

sured

0%
Objective splits must sum to 100% | U™

2. Select the Manage Splits link. The pop-up window of the “Manage Splits” menu will
appear. In order to Edit, you must select the name of the split you will be editing. To
the right of the text “Edit/Delete existing split:” there is a drop-down select labeled
“Choose Split...” (circled in red, below).

Manage Splits

* Create new split [

s Edit/Delete existing Split.':; Choose Split. .. e :/\
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3. Click on the “Choose Split” drop-down and select the name of the split you wish to
edit. A list of all the objectives appear, with the current % values for the saved split
already filled in and visible at the top of the list and with the name of the split set
already filled in within the “Save split as name:” field at the bottom of the list (see
areas circled in red, below).

Manage Splits: Edit/Delete

* Create new split

e Edit/Delete existing split: | Immunization Research Delete this split
| Hame Ohje,

20090001 vaccine shortages in small - medium clinics
20050002 findings

20090003 studies

20030004 research 0
20090005 education q
20090005 vaccines for uninsured families 1]
20090007 objective seven 0
20090005 objective eight 0
20090009 objective nine 0
20020010 objective ten a
200290011 objective eleven 0
20090012 objective twely e o r
100 %

—
Save split as nan‘@ Irmmunization Research
—_ —
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4. Make any desired changes to the Objective % values for the split set (remember that
if you do not initially see all the objectives, you may scroll through the objectives
using the scrollbar on the right). Below is an example of the imaginary split set
“Immunization Research” edited from a 60-40 split to a 60-30-10 split.

Manage Splits: Edit/Delete

* Create new split

e Edit/Delete existing split: | Immunization Research Delete this split
20090001 vaccine shortages in small - medium clinics g0 | &
20050002 findings a0
20050003 studies a
20030004 research 0
20090005 educatian 0
20090005 vaccines for uninsured families 1]
20090007 objective seven 0
20090005 objective eight 0
20090003 objective nine 1M
20020010 objective ten a
200290011 objective eleven 0
20090012 objective twely e o r
100 %

Save split as name: | Irmmunization Research

Save

© Note: While it is possible to save a split set that does not sum to 100%, it will cause
discrepancy errors for any allocation the split set is applied to until it is edited to sum
to 100%, so to avoid confusion it is recommended that any split sets sum to 100%
before saving.
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5. Select “Save” to overwrite the previous values of the split set being edited with the
new ones you have chosen. The system will display a confirmation message and ask
if you are sure you wish to change the values. If you are sure, select “OK.”

© Note: If you change the % split of an existing split set, the system will automatically
update the % distributions of all allocations using that split set.

6. Upon a successful save, the list of objectives will disappear and you will see the
initial “Manage Splits” menu with a confirmation message:

Manage Splits

Your split, "Immunization Research,” has been successfully edited!

* Create new split

s Edit/Delete existing split: | Choose Split. .. i

E. Create a New Split Set Based on an Existing Set  Using Manage
Splits

1. Follow Steps 1-4 for “Editing Split Sets Using Manage Splits,” selecting the split you
wish to base a new one on from the drop-down.

2. Prior to saving, change the name in the “Save split as name:” text box to the name
you desire for your new split set.

© Note: Make sure the name you type in is not already in use within the system. If the
name you type in is already in use, the system will ask for confirmation to overwrite
the split set with that name (see the note under #5 in “Editing Split Sets Using

Manage Splits”)
3. Select “Save.” Upon a successful save, the list of objectives will disappear and you
will see the initial “Manage Splits” menu with a confirmation message:
Manage Splits

Your split, "Immunization Research,” has been successfully created!

* Create new split

s Edit/Delete existing split: | Choose Split. .. i
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F. Delete Split Sets

1. From the Objectives tab, access the “Splits” menu. To utilize the menu, move your
mouse cursor over the “Splits” label. A drop-down menu will appear with a “Manage
Splits” link on the top right.

5’5’ 5’5’ Objectives 59
D Name Objective % _— I
- ave Az (Manage Splits
20030001 vaccine shortages in small - medium clinics (| o e
Labw ark.One
20090002 findings 0 | Coworkres

20050003 studies Immunization Researd h
MabiléVaccine
ErnergencyCare

insured

0%
Objective splits must sum to 100% | U7

2. Select the Manage Splits link. The pop-up window of the “Manage Splits” menu will
appear. In order to Delete, you must select the name of the split you will be deleting.
To the right of the text “Edit/Delete existing split:” there is a drop-down select labeled
“Choose Spilit...” (circled in red, below).

Manage Splits

* Create new split _ —_

s Edit/Delete existing SI‘J”GDDSE Split. .. e

3. Click on the “Choose Split” drop-down and select the name of the split you wish to
delete. A list of all the objectives appear, with the current % values for the saved split
already filled in and visible at the top of the list and with the name of the split set
already filled in within the “Save split as name:” field at the bottom of the list.

At the top right of the objectives list, you will see a link labeled “Delete this split” (see
area circled in red, below).
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Manage Splits: Edit/Delete

* Create neww split

« Edit/Delete existing split: |Irmrmunization Research

20090001 vaccine shortages in small - medium clinics
20090002 findings

20090003 ohjective nine

20050004 research

20090005 education

20090005 vaccines far uninsured families
200290007 ohjective seven

20030003 ohjective eight

20030003 studies

20090010 ohjective ten

20020011 ohjective eleven

200900 2 objective twealie

Save split as name:

4. Select the “Delete this split” link.

’ N

| Deletethis split )

\\ /
Y

O
30

10

100 %

Imrnunization Research

Save

5. The system will ask for confirmation since this action is irreversible. Select OK.

© Note: The currently selected split set is deleted from the database, and all
allocations associated with that split set have that association removed but retain

their current percent distributions.
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6. Upon successful deletion, the split details will disappear, and you will see the original
“Manage Splits” menu with the following message:

Manage Splits

Your split, "Immunization Research,” has been successfully deleted.

* Create new split

s Edit/Delete existing split: | Choose Split. .. i
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